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BOARD ROOM in new executive offices 
of Fawcett Publications, New York. 
See story, page 26. 
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HERE'S WHY Interstate Life & Accident Insurance Company 


uses only GOODALL MOHAIR’ CASEMENTS 


Interstate Life & Accident Insurance Company 
Chattanooga, Tenn, 


TEMPERATURE CONTROL: Interstate’s beautiful 


new home office in Chattanooga, Tenn., is a 


masterpiece of modern efficiency and equipment. 
Goodall Mohair Casements easily measure up to 
these high standards...play an important role in 
keeping the building’s room temperature comfort- 
able. For Goodall Casements are highly reflective 
..-bounce back the sun’s heat rays in summer... 


Underwriting Department 
minimize chilling from icy windows in winter. 


Naturally, this eases the load on air-conditioning NCISE CONTROL: Goodall Casements boost efficiency 
systems...helps keep non-air-conditioned rooms another way by lessening the din of office machines and 
cooler in hot weather, warmer in cold weather. voices. They actually absorb sound...are far superior 
acoustically to hard, flat surfaces. 

LOW MAINTENANCE: Goodall Casements need less 


maintenance because dust virtually slides off their lus- 


trous mohair surface. That means no frequent dusting, 


no hordes of cleaners, no expensive cleaning equipment. 
And since Goodall Casements won't sag or stretch and 
are put through multiple processes to minimize shrink- 


age, they can be washed! 
LONGER WEAR: Thanks to their variable blend of 


mohair, cotton, and rayon...Goodall Casements are 
Blended-to-Perform...to give longer wear...to resist 


sun-fading and wrinkling. 


Discover the advantages of Goodall Mohair Casements 
for your organization ... invest now in lasting beauty 
and long-range economy. 
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THE FINEST NAMEIN FABRICS? | 


Policy Issue Division “id ¢F ee CCS DD 
TA variable Blend of Mohair, Cotton and Rayon 


© 1951, Goodall Fabrics, ine. Subsidiary, Goodall-Sanford, Inc. (Sole Makers of World-Famous PALM BEACH* Cloth) *Registered Trade Mark 
GOODALL FABRICS, INC. - NEW YORK + BOSTON + CHICAGO + DETROIT « SAN FRANCISCO «+ LOS ANGELES 
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For the most 


efficient, 


economical 


fad 


and 


attractive 


* |@ office in town, 
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Maximum efficiency and economy in the use of floor space is assured 
when you select Steelcase office furniture because of its exclusive space- 
saving design. Steelcase furniture is engineered with standardized, inter- 
changeable parts to permit utmost convenience and flexibility to job 
requirements. Smart, modern colors and beautiful, new metallic finishes 
with matching upholstery and tops, make Steelcase the most attractive 
metal furniture you can buy. A trained specialist in office layout, your 
local Steelcase dealer, will gladly help you select the equipment best 
| suited to your own requirements. 


Voy Look for your Steelcase dealer 
in the classified section of 
your telephone directory. 


STEELCASE 


nd Royon For new ideas in office planning, write for ‘‘Tooling Up Your Office’ Business Equipment 


ioe METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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He’s Freddy, our one-man repair department—and 
he’s really willing and able! But, why ONE MAN? 
Because Swingline products rarely need servicing. 
It is understandable, too, for Swingline engineer- 
ing, quality control and manufacturing skill are 
producing the most trouble-free line of staplers, 
tackers and staples ever made. 


a na fin Pervormarice.... 
ar po Tops in Sales 


ERE msi. 


1 Moving parts are case 
hardened to minimize 
wear. Finished surfaces 
are Bonderized to resist 
rust and for perfect finish. 


2 Every Stapler must 
pass a rigorous, individ- 
val hand-test for per- 
formance thru prescribed 
multiple thicknesses of 
paper and card stock. 


3 Mechanical break 
down tests (100 strokes 
per minute) constantly 
test parts and maximum 
machine life. Similar tests 
prove design changes 
before adoption. 


on ane 


IT STAPLES! IT TACKS! IT PINS! 


Exclusive, open staple channel means easy, split-second 
loading of 210 standard staples at one time. Ingenious, 


4 Magnified shadow- unique stroke control assures jam-free operation. Broad 

graph inspection of sta- rubber feet protect desk tops and allow firm, shock-free 

ples insures dimensional operation. Choice of Jeweltone decorator colors with 
En uniformity of every chrome, or modern gray crackle finish. 


ms Swingline staple... an 
absolute must for trouble- SPEEDPOIN T STAPLES 
free operation. 100% round wire and extra 


sharp points for clean, quick 
penetration. Thoroughly in- 
spected for uniformity and per- 
fect alignment. 


Za SPEED PRODUCTS COMPANY INC. 


LONG ISLAND CITY L MEW VORA 
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Office 
Management 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


Drinking Habits 

IF there is any controversy between 
those who advocate the drinking of 
water from paper cups at a fountain 
and those who prefer drinking it from 
the “bubbler” devices, we don’t want 
to get mixed up in it. Neutral in the 
office coffee problem, we have no de- 
sire to be labeled “all wet” in a water 
problem. 

In purely objective fashion, and 
with scientific detachment, we wish 
merely to call attention to some find- 
ings of the Field Research Division 
of the Paper Cup and Container In- 
stitute, which claims that when given 
a choice at a water fountain most 
people prefer a cup to a bubbler. 

Sex gets into this, of course, as it 
does into so many things these days! 
Of the men whose water-drinking 
habits were studied in the survey, 70 
per cent preferred cups, as against 85 
per cent for the women. There are 
some, of course, who would point out 
that women always tend to be tradi- 
tionalists. 

These findings were released a year 
ago. We should apologize for the 
delay in calling them to the attention 
of water-loving office drinkers. 


Member of Audit 
Bureau of Circulations 


Member of 
Associated Business Publications 


M. A. Geyer, President; Donald McAllister, 
Vice-President and General Manager; Thomas V. 
Murnhy, Editor; Hugh Ward, Advertising Direc- 
tor; John M. Smythe, Midwest Manager; Kim- 
»all Darby, Robert F. Finegan, Alvin M. Hattal, 
Raffaela Pastore, James Miller, Associate Edi- 
tors, 


Advertising Staff, New York: James E. Neary, 
Jr., Eastern Manager; Fred Steinhilber, William 
H. Hasbrouck, Jr., Charles B. Rosengren. Cir- 
culation: M. T. Weeks, Manager. Production 
Department: James V. Quirk, Manager; Milton 
Sharon, Assistant Manager. Art Director: Jos- 
~ph Hochfeld. 


Branch Offices 

Boston 16, 471 Statler Bldg. (Liberty 2-9677), 
Meade & Co., E. P. Meade, Mgr., A. C. Kretsch- 
mar; Chicago 1, 228 North LaSalle St. (State 
2-2911), John M. Smythe, Tom Bulger; Los 
Angeles 5, 2506 West Eighth Street. (Dun- 
kirk 7-6149), Chris Dunkle & Associates; Edito- 
rial Representative: J. Richard lander; San 
Francisco 5, 681 Market St. (Douglas 2-2597), 
Alexander Rattray; St. Louis 1, 411 North Tenth 
St. (Chestnut 1965), James R. Wright; Dallas 4, 
2909 Maple Ave. (Randolph 3992), Joe Sanders; 
Denver 3, 1118 Washington St. (Main 8355), 
Ray Thierer. 
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Executive desks; supply cabinets 


Published monthly by 
ANDREW GEYER, INC. 
212 Fifth Avenue, New York 10 


Murray Hill 9-4411 
Established 1877 


Subscription: $2 a year in United States and 
in possessions, Canada, Central and South 
America. Other countries $4 a year. Single 
copies, 25c. Copyright 1951 by Andrew Geyer, 
Inc.; all rights reserved. Also publisher of 
Geyer’s Topics, Who Makes It and Where, The 
Gift and Art Buyer, and Sports Age. 


Please give sixty days’ notification of any 
change of your address. 


Entered as second class matter September 20 
1946, at Post Office, New York, ender the Act 
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| , | | 
7 _ 

= 
4 


oe) ree 


GOOD ORGANIZATION 


How do you like your copies? wast irorran 


“The adoption of a properly devel- 
oped organization manual can greatly 
aid the job of every person in any com- 
x pany, regardless of size,” Robert W. 
AROS" HAS NOTHING 10.00 dick, secretary, Provident Life In- 
surance Co., Bismarck, N. D., said re- 
cently before the 28th annual confer- 
ence of the Life Office Management 
Association at the Edgewater Beach 
Hotel, Chicago. 

— are oe bo : Mr. Edick’s statement was made as 


+ pots 
conclude that 


mae sae oe wh eee he na : he described for the conference the 
7 pari steps taken in the development 
d? ‘ lettering? various steps ta ‘ t 

voter ; tel bd of such a manual by his company. 


“While it is neither complete nor per- ! 
fect, the company is well satisfied 
with the manual,” he said, adding that 
“as the company grows, it will become 
an increasingly valuable tool for top 
management in planning orderly and 
proper development of company or- 
ganization to meet changing condi- 
tions.” 


A*0OSS* HAS NOTHING 10 00 AE 
except ¢ 


aan 
ha 


“In drawing up an_ organization 
manual, a company should be aware 
that there is no standard organization 
chart or titles for officers that will fit 
every company,” Mr. Edick continued 
Each company must determine its own 


ny 
61000 #) 2 


A"“Boss” has nothin 


HIN to . . Z 
"2055" HAS NOT excerr 9 todo.., pattern and decide what the titles and 
decide w 2 ‘ ere - A 
“hn why ahi oe gama do duties for its officers will be. Every 
somebody else, or done dierently done, of done by 


“ieee situation is different and must be 
over thot it heaat it hos been done ond dig . 
treated accordingly. Helpful sugges- 


tions are available from others, but ar 


jauite why and listen 10 excuses 
ollow up a second time 


thos teon an se a cr at 


Conse ta ong oh tang, be done ba organization manual must be tailored 
- om os ot ig wi @ may os - . . . 
Pa Se to fit the individual company. Much 


«++ with color added? -+-in printer's type faces? harm can be done, and a smoothly 
running organization easily can be up- 
set, if arbitrary or careless patterns are 


Now you can produce the kind of copies you like— set up, without regard to the individu- 
produce them easily and economically in your own ality of the company or its personnel 
office on many different paper and card stocks. “It would be better,” Mr. Edick con- 
But, this versatility is only one of the essentials of cluded, “to set up an organizationa 
balanced duplicating. Others include sharp legibility, manual to cover operations and organ- 
oe speed, ease of operation and low over-all cost, with no a — actly art, ew ® 
= sacrifice of one essential for another. The result is a ryt ae eer = pigeons: 
- Wee balanced duplicating made possible through MODERN > ee apap bie + ee ger — ig 
ie mimeographing with A. B. Dick products—for use with pre he oe a nm Lj elton: 
rom all makes of suitable stencil duplicating products. — egy lg ‘ a 4 an eek ne 
See for yourself... send the coupon below for a free a 2D agad apinterscn gr Mp eos 
: peration of everyone, as the ad- 
s portfolio of samples. vantages of such changes becom: 
more apparent.” 
2 


SAB DICK | seer 


AVERAGE PAY RISES 
Average salaries of manpower man- 
: agers — personnel managers, employ- 
SSeS ent managers, industrial relations di- 
rectors and their assistants, rose by 
A. B. DICK COMPANY, Dept. OM—1151 nearly 5 per cent between early 1950 
5700 W. Touhy Avenue, Chicago 31, Illinois | and the first part of this year, a survey 
Without obligation, please send me free portfolio of samples and full published by the American Manage- 
facts about the balanced duplicating of MODERN mimeographing. | ment Association indicates. — Complete 
findings appeared in an article in the 


4 


ome cored THE FIRST NAME IN MIMEOGRAPHING 


" NAME POSITION | July issue of the Association’s  bi- 
| monthly magazine, Personnel. 

ORGANIZATION The survey, conducted by Dale 
Yoder and Lenore P. Nelson, of the 
S. - : “ 5 7 
reine | Industrial Relations Center of the Um- 
CITY $e ZONE STATE | versity of Minnesota, covered 53 
| executives in firms located in 34 states 

(To page 9 

( ) 
ee ee ee page 7) 


6 OFFICE MANAGEMENT AND EQUIPMENT November, 1951 


ra - ee: — a  e 7 7. ee — < al tae oie ae ) a - “™/ ae 
cae ae f i - - Y 5 FE r 
i 
a, os 
el 
ee oe. =e 
bai veda! m*. 
ay aes ; —- 
a ont 
sr cee ‘ niall 
¥ ged + inet 
oe Bakes ] omnes 
ae Die ; + \ 
be er 
i eat ‘A*OSS" HAS NOTHING 1000 fl} oe oS oe 
a. iy ee Hy 
e ‘e ¥ Par ure Shite ce - S Hs % VE . | / a :. | Pe | 
tine “a N° pape es =a BR f teren wn zp | 
t 2a mil With Bm GA cise {ix | | 
Ms ‘ J to wee of eo ee) <i Se a\ = nN ae : 
— = > Cr Be tN eee | 
ins | iv. im 3 WEEP Pw : : aie ) —— a | 
ee | 
i ++. with line drawing added? - +. with shading too? 
hi, LG KG i 6 a Ce ae S 
F r . e : ee tk het . es (emia ae ae ih 2 F ie ry ee oe : ee be eS ee e 
. = ; ‘me 
3 Oo ae “4 a 
ie, aoa ge f \~ ; 
eae bs AN kis ee — | a 
a Oa 5 aa va, \ iavover tant 28 Baan’ ces bee 
oH ee “15 4 me 
ao ee AN: , 3 | noe, mo ne 
| 
‘ E is a ’ 
™. ar MANPOWER MANAGERS' 
i 7 + ad 
— E * 
te San 
" = 2 4. 
. 2a 
¥ 7 
ie 
Ee”. 
a a ee 
a oe 
: RR IE, eee ell llc 
Soe a ag = 


Ni 

j 

devel- 
zreatly 
y com- 
rt W. 
fe In- 
aid re- 
-onfer- 
rement 
Beach 


ade as 
re the 
pment 
npany. 
or per- 
tisfied 
iz that 
yecome 
or top 
ly and 
ly or- 
condi- 


ization 
aware 
ization 
will fir 
tinued 
ts OWN 
es and 
Every 
ist be 
ugges- 
but ar 
ailored 
Muct 
oothly 
be up- 
“ns are 
dividu- 
sonnel] 
k con- 
ationa’ 
organ- 
han t 
tically 
upset 
uch 


ements | 


ith th 
ne ad- 


ECO 


's' 


fr man- 
mploy- 
ons di- 
ye by 
y 1950 
survey 
anage- 
mplete 
in the 
vs bi- 


Dale 
of the 
ie Uni- 
d 53 
, States 


1951 


Series 17: Jr. Executive (with 
lifetime plastic armrests) and 
General Office Chairs (arm- 
less). From about $43.95.* 


Series 16: Secretarial Chairs 
with spring-tension or fixed 
back. From about $29.95.* 


FAAS 
ad 7” | | 
| v 


Series 20: “Form-Fit” Side 
Chairs, one model with 
plastic armrests. From 
about $23.95.* 


* Slightly higher in Florida, 
Texas and Western States. 


Model 17-A Jr. Executive Chair: Six easy 
adjustments to fit the chair to your physique, 
your own work habits, and your own ideas of 
comfort. From about $48.45*. 


The right seat for every worker 


Six, all-metal, upholstered models in 


ask for COSCO 


Popular office colors - -: 


For the sake of appearances . . . for greater worker comfort and 
efficiency . . . furnish your offices throughout with all-metal, 
upholstered Cosco Office Chairs. All six smartly styled models 
are of tubular steel construction . . . with all-steel, saddle-shaped 
seat, cushioned with foam rubber latex. Seat and padded backrest 
upholstered in durable, perforated Du Pont ‘‘Fabrilite’’— green, 
brown, maroon, or gray. Finish is baked-on enamel—gray, brown, 
or green. 

Series 16 Secretarial Chairs and Series 17 Jr. Executive and 
General Office Chairs have up to six easy adjustments—more than 
any other chair at any price—and feature Cosco’s exclusive 
“Finger-Lift”’ height-adjusting mechanism. All adjustments are 
made without tools. Series 20 ‘‘Form-Fit’’ Side Chairs have new 
contour backrest with ‘‘2-way”’ curve for extra comfort. Compare 
Cosco... for comfort, styling, VALUE! Ask for free demonstra- 
tion at leading office furniture stores, or write for name of dealer. 


HAMILTON MANUFACTURING CORPORATION ¢ COLUMBUS, INDIANA 
Also makers of famous COSCO Household Stools, Chairs and Utility Tables 


LOSCO SES 
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Eliminate 
this occasion 
for breaks in 
the office 


MECHANICAL PENCILS 


Every time an employee in your office has to sharpen an 

old-fashioned pencil the work interruption costs you 

several times the original price of the pencil itself. 
Just one or two such interruptions waste as much 


a SCRIPTO, Inc., Dept.M2 3 money as a time-saving SCRIPTO Mechanical Pencil 
ll yep gaged a would cost you... after that the saving is “velvet.” 
F your folder to a SCRIPTO gives you increased efficiency, too. Smoother 
i‘ t writing —always the same length, no finger-cramping 
: ‘/e ‘ stubs—the right lead for the job, 10 degrees of black 
. a and 17 colors. Get all the facts. Send the coupon now 
Sn» erate for an informative folder. 
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1951 


and six provinces in Canada. Seventy | 


per cent of these were manufacturing 


companies, but trade, banking and | 
finance, transportation and public utili- | 


ties were also represented. 

Average salary for entire group of 
executives was $8,581, an increase of 
48 per cent over the $8,188 reported 
by the authors in an earlier survey in 
the first part of 1950. Those with the 
title of vice-president in charge of in- 
dustrial relations, who numbered only 
about 3 per cent of the sample, aver- 
aged $21,097, as against $19,957 last 
year. For industrial relations direc- 
tors, the 1951 average was $12,011, a 
rise of 1.8 per cent over last year, and 
for personnel managers $7,162 as 
against $6,873 in 1950. 

A further analysis by actual function 
rather than job title indicates that the 
largest increase, 23.7 per cent, was 
among the executives specializing in 
labor relations and collective bargain- 
ing. Here the average increased from 
$5,924 in 1950 to $7,329 in 1951. While 
the salary here is still somewhat below 
the over-all average, the labor rela- 
tions specialists are generally in the 
larger firms and work under the super- 
vision of an industrial relations direc- 
tor or vice-president, the AMA point- 
ed out. 

The researchers also surveyed the 
ratio of personnel or industrial rela- 
tions department employees to total 
employment, and have concluded that 
the manpower managers need more 
help: 

“Jobs for qualified persons should 
be plentiful. For personnel, ratios 
have fallen from an average of 0.87 to 


0.75. This means that in 1951, staff | 


members in manpower management 
divisions averaged 1 per 133 em- 
ployees, as compared with 1 per 115 
employees in 1950. This is a striking 
reversal of the long-term trend, which 
has been toward higher personnel 
ratios.” 


INSTITUTE EXPANDS SYSTEMS 
PROGRAM 


The Management Institute of New 
York University’s Division of General 
Education, in response to the growing 
need for systems specialists in business 
and industry, has again enlarged its 
systems and procedures program. This 
program, conducted in cooperation 
with the Systems and Procedures 
Association of America, has already 


\n the Air y * “DOODLES in the Air” 


are unobserved WASTE MO- 
TIONS . . . extra manipulation 
of hands and equipment. In- 
visible red tape that snarls 
production and leaves a trail 
of errors, annoyance and fa- 
tigue. 


Wasteful! Unheard of! 


No “doodling” among sky-writers—that’s 
for sure! The slightest deviation would be 
noticed immediately. 


However, wasteful “doodles in the air” in 


record-keeping are unavoidable with poorly 
designed or outmoded business forms. Our 
scientific tracer light studies reveal these 
otherwise invisible waste motions .. . 
show how they can be eliminated by our “Planned 
Business Forms.” Let us plan improved forms 
for you... to gain better control, save your time, 
increase your production and your profits. 


MAIL COUPON TODAY for 
FREE COPY of “TIME AND 
MOTION STUDY IN LIGHTS’ 


- AMERICAN LITHOFOLD CORP 
$00 Bittner Street + St. Louis 15, Missouri 
- Bronches: Mew York, Chleoge, Detroit, pe 


Raleigh, N. C., and other principal cities. 


given specialized training to almost Without obligation, SEND ME the new illustrated brochure 5 
two thousand men and women with a pred te MOTION STUDY, showing _ ae ge : 
. . ae: 7 les"—save important time, work and money wi 
pene Ms enc nin ge sional, and LITHOSTRIP “PLANNED BUSINESS FORMS." s : 
The courses are intended for those ’ 
practicing in the profession of manage- COMPA CORON... ose esses reeessencrsneroearenseagens ‘ 
ment, and are maintained on a thor- : 
oughly practical and up to date basis, ADDRESS... se eee, ; 
that includes coverage of current de- b 
velopments, and the essential thinking SN 26. ict hind ceeiislsaniseain SD 3453 ee 1 
required to achieve practical results in ' 
this field. PIES 0.5 in Scnabiice oalxi de cy cansaeutedenwkanicabie Dakoiae ' 
The fall program will consist of six : 
(To page 12) a Copyright 1951, American Lithofold Corp. O.M. ’ 
pte tas lg a : se e@e eee eee eee ae eeeeeecaanacaanana S 
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hi VIZ-ABLE CARD 
FILING FACILITIES | 


Perfectly adaptable 
for all systems of 
signals. Pick your own. 


Uniform visibility of 
peckets—full .0025 
visibility. Pockets die 
cut for 3x5, 4x6, 5x8 
cards. 


Smart plastic hard- 
ware — double card 
holders for fuller in- 


Easy portability— 
workability and access 
! arom st sor 


Nhe” 
efficiency. 
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ithe lowest cost 
 VIZ-ABLE System 
: in the world! 
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Full “eye-range” visibility , 
An easy portable, workable, visible system 
At a remarkably low price. 


_ 
THE FUTURA “VIZ-ABLES” 

jd ITEM DRAWER FOR CARD 

NO. DESCRIPTION ISECTIONS| CARD SIZE CAPACITY 
F240 |@ Cabinet Futura “Viz-ables” 6 Sx 240_ea. side 

lete 240 pockets rl front & back \ ad 

F480 |@ @ Double Cabinet Futura ‘‘Viz-abies’ 12 5x8 480 ea. side 

Complete 480 pockets 960 front & back 9” 

‘J 


* 
* 
2 


‘<a 


‘ ad i 
VB {Sanitary Base for F240 15” 


DVB |Sanitory Base for F480 | | j15” 


Available in Futura grey or Steelmester standard green. 
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“We'll make 3 copies 
before your shine 
is finished.” 


COPYFLEX speeds your vital reports 


Imagine being able to copy your 
operating reports (even the large 
ones) so quickly — 1 or 100 of them, 
right as needed! Imagine getting 
exact, errorproof copies, up to 42” 
wide, for only 2¢ (average) per 
square foot! 


With the new, low-cost Copyflex 
“20” you can copy anything from 
small office forms to really large 
sized sales or inventory reports, bal- 
ance sheets, production schedules, 
etc. It makes direct positive (not 
negative) copies of practically any- 
thing typed, written or drawn on 


ordinary translucent paper. 

No stencils, negatives, or masters 
are used! You need no special room 
lighting, no inks, no tray developers. 
You simply feed in your original and 
sensitized Copyflex paper ... the ma- 
chine delivers a ready-to-use copy. 
You get the letterhead or form as 
well as the text. 


Why wait until copies are made 
“outside”, or typed (with conse- 
quent proofreading). It’s costly and 
unnecessary. Speed your paperwork 
the modern, efficient, Copyflex way. 
Mail the coupon today. 


(BRUNING) wo* 


Specialists in copying since 1897 
———--—--" CHARLES BRUNING COMPANY, INC. —"-—-~—— —- 
New York 13, N. Y. | 


' 

| 

l [4 Send me full details on the Model 20 Copyflex. 

} () | would like to see a Copyflex machine demonstrated. 


Title. 


Dept Q-111 100 Reade St. 


The NEW Copyfiex “20” 


No training is needed to 
operate a Copyflex. And no 


— eS ee 


installation is required — 


er 


"s t to a st d 
15 v. AC power circuit. 
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courses. New courses include: “Econ- 
omies Through Forms Analysis and 
Control,” conducted by E. Lester Phy, 
manager, systems and procedures de- 
partment, Continental Can Co.; “Cost 
Reduction Through Mechanized Ac- 
counting Systems,” conducted by 
Charles J. Berg, Jr., assistant manager, 
management education, Metropolitan 
Life Insurance Co. 

For full information write: Denis 
Sinclair Philipps, director, The Man- 
agement Institute, New York Uni- 
versity, One Washington Square 
North, New York 3. 


CADET-MIDSHIPMEN STUDY 
SHORESIDE OFFICES 


Seventy-five cadet-midshipmen from 
the United States Merchant Marine 
Academy, Kings-Point, L. I., recently 
completed a four-week period of study- 
ing the methods of office management 
at ship line offices throughout the na- 
tion. Almost immediately, another 48- 
cadet-midshipmen began a similar on- 
the-spot training program, which is 
the largest ever undertaken by the 
Academy. 

The training is left largely to the 
steamship companies, but the cadet 
midshipmen must present a daily log 
of their activities. In most companies 
the men move from department to de- 
partment, watching each phase of ac- 
tivity. On Saturdays, if the office is 
closed, the young seafarers are re- 
quired to spend the time at one of 
the company’s piers. Each trainee con- 
cludes his period with a written report 

Cadet-midshipmen who participate in 
the program have completed three 
years at the Academy. One hundred 
men went out last January and Febru- 
ary, and another group will be sent out 
next February and March. 

The operators who played host to 
the most recent group are typical of 
virtually every type of steamship oper- 
ation, with liner companies, oil car- 
riers, industrial carriers, the govern- 
ment transport agency, passenger com 
panies, ore carriers and tramp lines 
represented. 

They are: Alcoa Steamship Co.. 
American Export Lines, American 
Hawaiian Line, American Mail Line. 
American President Lines, Bull Lines 
Calmar Line, Cleveland Cliffs Co. 
Cosmopolitan Line, Esso Shipping Co., 
Farrell Lines, Grace Line, Gran- 
colombiana Line, Isbrandtsen Co., 
Isthmian Line, Lykes Bros., the Mili- 
tary Sea Transportation Service, Mat- 
son Line, Moore-McCormack Lines, 
New York and Cuba Mail Line, Orion 
Shipping & Trading Co., Pacific Far 
East Lines, Prudential Line, Seas 
Shipping Co., Socony-Vacuum, States 
Marine, T. J. Stevenson, Texas Co. 
United Fruit, United States Lines 
Waterman Line and Wilson Transit 
Co. 

The training scheme was started in 
1947 by Comdr. W. L. Bull, head of 
the department of ship management. 


(To page 15) 
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Crip 


PAPER cEMENT 


Ganhord’s 


Sanford Ink Company 
Bellwood, Illinois 
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ACCEPT FREE TRIAL SIZE TO 


DEMONSTRATE ITS SUPERIORITY 


Please accept a demonstration size of a revolutionary 
new paper cement. A paper cement that is 

actually permanent—yet has working advantages 
such as these: It’s non wrinkling 

even on tissue. Though it is permanent, you can 

pull up or shift mounted items until 

they’re permanently set. Excess Grippit rubs off clean. 
This new cement—Grippit—will not 

discolor pure white or delicately tinted material. 

It simplifies pasting and mounting problems 

in every office. It’s perfect for 

permanently mounting company photographs, 
letters, documents, riders or other important papers. 
Each jar of Sanford’s Grippit Paper Cement 

comes complete with applicator top. 


r 
1 Sanford Ink Company 
Bellwood, Illinois 


Please send me the introductory size bottle of Grippit. 
Enclosed you will find 10c to cover postage and mailing. 


FIRM NAME 


ADDRESS, 


INDIVIDUAL NAME, 


CITY. STATE. 
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Important Office Executives 
Read Office Management 
and Equipment 424°) '\\/ 
because... Gv lg 


it is edited solely for office 
executives .. . the only maga- 


zine dealing exclusively with 
their office problems. OME’s 
pages offer ways to attain 
more efficiency, meet person- 
nel problems, speed up office 
production, promote smooth, 


low cost office operation. 


That's why your advertising of office equipment machines and supplies can 
get such thorough reading and ready response from those responsible for 
office management and the purchase of equipment, supplies and services. 
Your products and services should be regularly exposed to this concentrated 
audience of office executives: presidents, comptrollers, treasurers, general 


managers, auditors, purchasing agents and office managers. You are buying 
all usable premium circulation! 
You can reach this OFFICE MANAGE- 
MENT AND EQUIPMENT’s concen- 


INTENSE READERSHIP 


It is read and re-read by 
the office management 
executives you want to 
reach and sell. 


month. 12 full page advertisements 
in black and white cost less than a 


single insertion in many of the gen- 


. eral business publications. 


CIRCULATION * 


Vital reading to more 
than 10,000 office man- 
agement executives... 
an exclusive audience. 


Send for a copy and advertising data so you 
can examine it in your office! 


GEYER PUBLICATIONS 


Business Paper Publishers Since 1877 
212 FIFTH AVENUE, NEW YORK 10, N. Y. 


Offices in 


BOSTON * CHICAGO * ST.LOUIS * DENVER * DALLAS 
JACKSONVILLE * SEATTLE * LOS ANGELES * SAN FRANCISCO 
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trated office executive audience every . 


These Three Other Geyer 
Specialized Magazines 
Stand Out In 
The Fields They Serve. 


||| GEYER’S TOPICS 


Exclusively for the dealers who sell 
the largest volume of office equip- 
ment, hines, stati y and 
supplies. All trade circulation, no 
dilution. Oldest in the field — 


Established in 1877. 


Modern King-size business 
magazine of sports equipment serv- 
ing the American sporting goods 
retail and wholesalers — better 
display—no ad crowding — ovt- 
standing editorial features. 


— 


The only 
audited trade magazine 

with full national circulation, cov- 
ering the complete field of gifts 
and decorative accessories . . . 
The dealer-buyer product and mer- 
chandising authority for 34 years. 


All Geyer Publications 
are members of 
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He was transferred last fall to Wash- 
ington as merchant shipping adviser to 
Vice-Admiral W. M. Callaghan, com- 
mander of the Military Sea Transport 
Service. Since that time the program 
has been run by Comdr. Lane C. Ken- 
dall, under the direction of Rear Ad- 
miral Gordon McLintock, Kings Point 
Superintendent. 

The cadet-midshipmen groups go out 
for office training twice a year, since 
there are two graduations annually at 
Kings Point, one in June and one in 
December. In its early stages, the 
plan called for two weeks’ office work. 
This was extended to three and finally 
to four weeks. 


PERSONNEL WOMEN 
AVERAGE $5,000 


The average salary of personnel 
women in New York City—where 
there are probably more practicing per- 
sonnel women than anywhere else in 
the country—is between $5,000 and $6, 
000 a year, a new study made by the 
Personnel Club of New York indi- 
cates. Findings appear in the Septem- 
ber-October issues of the American 
Management Association's bi-monthly 
magazine, Personnel. 

Figures were obtained by a conti- 
dential questionnaire to club members, 
of whom 92 gave data on their salar- 
ies. Those replying included 24 per- 
sonnel directors and eleven assistant 
personnel managers and assistant per- 
sonnel directors, as well as personnel 
assistants, interviewers, office man- 
agers or administrators, employee 
counselors, training, activities and re- 
search directors, and employment 
managers. 

Results showed a wide range of 
earnings, with a difference of more 
than $15,000 between the highest-paid 
and the lowest-paid. More than a 
third of the group, however were in 
the $5,000-$6,000 range, and 29 per 
cent received $4,000-$5,000. Light per 
cent made more than $8,000; 8 per cent 
between $7,000 and $8,000; and 5 per 
cent received between $6,000 and 
$7,000. Only 14 per cent made less 
than $4,000, and the actual average for 
the entire group was $5,505. 

“Fair-haired wonder girls who ob 
tain top salaries with only a few years 
of experience are conspicuous by their 
absence,” the Personnel Club reports. 
“Women above the $8,000 level have 
on the average the longest working 
experience, 23 years; time in field, 16 
years; and years in their current niche, 
1l. Women in the $7,000 to $8,000 
bracket have on the average 19 years’ 
experience, 10 years in personnel work. 
Those in the middle salary brackets, 
$4,000 to $6,000, have about 11 to 14 
years’ work experience and eight 
years’ experience in the field. At the 
lower end of the salary scale, seven 
years of experience, and five years in 
personnel were the usual pattern.” 

Company size was also a factor, to 
some extent. None of the women em- 
ployed in firms with fewer than 500 
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“AMOTHER FINE PRODUCT IN EDISO 


Imagine 


this work-reliever 
exclusively yours! 


—with 13 features 
exclusively Edison's! 


= _ 


ends 
Pt 


Sull unmatched, still Champ in the field of individual dic- 


tating instruments, the Disc Edison Voicewriter is the popular 


choice of those who want or need a facility exclusively their 


own. Thirteen patented Edison features make it the world’s 


foremost. personal workload-handler for busy executives. 


Moreover, it integrates ideally with the Eptson ‘TEL EVoIcE 


System, permitting a perfect fit of our equipment to your 


varied needs. Greatest Clarity range of any dictating instru- 


ment and twice the indexing accuracy, assuring complete 


understandability of vour voice and of vour instructions. Get 


the facts — today! 


Edison Voicewriter 


JUST OFF THE PRESS! Send for the 
new booklet, DISTINCTLY YOURS 

twelve pages of facts and ideas 
about this modern, direct way to 
handle your daily work. Or, for a 
demonstration, phone “EDI- 
PHONE” in your city. In Canada: 
Thomas A. Edison of Canada, 
Ltd., Toronto 1, Ontario. 


Q Extivon. 
INCORPORATED 


P 


& 
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EDISON. 55 Lakeside Ave., W. Orange, N. J. 
Please send me DISTINCTLY YOURS. 


NAME i 


COMPANY —— 


ADDRESS-_ en 


an ZONE___STATE 
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BUSINESS FORMS SYSTEMS BUILT TO DO MORE... 


erwork Simplification 


« Feeding- 
oligning devices: 
THE REGISTRATOR 


PLATEN 


Dupli-Card Register system 


“controls” accuracy of Stock Status 


AUTOMATIC LINE 
FINDER 
Advances form into 
new writing position 

in one motion 


At a New ayy | precision specialty plant, every issue of parts 
to assembly is based on a two-copy Delivery Ticket . . . an 
exact carbon copy made as a stock clerk writes a Stock Trans- 
action tabulating card on a Standard Dupli-Card Register. 
Hence, as parts are supplied with one form, accurate perpet- 
ual inventory records are produced by means of the other. 

This is a feature of one manufacturer’s system of smoothing 
the flow of materials to assembly departments—described in 
Paperwork Simplification No. 20.* 

Today our representatives are helping their customers re- 
examine record systems in the light of new requirements. 
Here are the improvement objectives, with any system: 


DUAL FEED 


Registers 2 different 
forms for 1 continu- 
ous typing operation 


A. Develop the best procedure. 
B. Simplify the writing process. 
C. Design the most efficient form. 


These are the three avenues for complete analysis of any 
record system problem—the A, B, C way to real paperwork 
simplification for better control, for maximum savings of 
time and manpower. 

*PS ideas available. Send for recent issues of Paperwork 
Simplification free; no obligation. The Standard Register 
Company, 4311 Campbell St., Dayton 1, Ohio. 


BURSTER-IMPRINTERS 


Sign, dote, number, 
trim, tear off, stack 
Kant-Slip forms 


FORM-FLOW 
REGISTERS 


Better records 
... by hand 


UNIT ZIPSET FORMS 
Carbon interleaved 
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employees was in the -over-$8,000 
group. And the educational and social 
service fields reflected a somewhat 
lower salary scale than industry. 

Georgine La Montagne, of the New 
York Public Library, was chairman of 
the Research Committee which con- 
ducted the study. Committee members 
included Edith Bergstrom, National 
Foremen’s Institute; Beverly Booth, 
Underwood Corp.; Claire Bortniker, 
New York Department of Labor; 
Patricia McCormack, De Pinna; Ellen 
Meuser, General Motors; Phyllis Os- 
teen, New York Public Library; 
Frances Ross, New York State Em- 
ployment Service; Helen van der Pyl, 
Girl Scouts of U. S. A.; and Dorothy 
Wells, Y.W.C.A. 


AIR FORCE AUDITORS 
SOUGHT 


Auditors with a university education 
in business administration and experi- 
ence in public finance, banking and 
other fiscal fields, now have an oppor- 
tunity to be directly commissioned as 
auditing officers in the Air Force, 
it was announced recently by Major 
Charles D. Morat, Jr., of the First Air 
Force, Mitchel Air Force Base, New 
York. 

Applicants may be either veterans or 
men now in civil life. They must have 
successfully completed four year col- 
lege courses in accounting subjects, amd 
have had responsibility for cost ac- 
counting systems, for audits of large 
corporations, for reviewing findings of 
investigations on problems of account- 
ing procedures, organization, financing, 
etc. 

Appointments will be made in grades 
from second lieutenant to colonel, de- 
pending on the age of the men appoint- 
ed. Inquiries should be directed to the 
Department of Military Personnel Pro- 
curement, Headquarters First Air 
Force, Mitchel Air Force Base, New 
York, 


ROLE OF ACETATE FILM 
IN OFFICE SYSTEMS 


“Celanese Plastics,” the monthly 
four-page loose leaf brochure pub- 
lished by Celanese Corp. of America, 
turns the spotlight on the use of ace- 
tate plastic in simplified office systems 
in its October issue. 

Every month, Affiliated National 
Hotels, Galveston, Texas, issues a 30- 
page financial statement for each of its 
35 hotels located in various parts of 
the country, the brochure article com- 
mences. The reports compare each 
hotel’s previous month operations with 
those of selected prior periods. For 
effective administrative action, man- 
agement needed 10 to 15 copies of 
each hotel’s report as early as possible 
in the current month. 

“Reproducing those reports used to 
be a cumbersome and repetitious oper- 
ation,” the article continues. “Fifteen 
clerks worked three to four weeks to 
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| WAS GOING TO TELL BILL HE HAD LOST THE ORDER 


When I walked into Bill's office to return 
his designs, I had just about decided to 
give the business to his competitor. 
While we talked I did some looking 
around. Pretty soon we were shaking 
hands on the contract...and I felt 
I'd been smart to give the job to his 
company. Afterwards, I asked myself: 
what sold me? 

The facts and figures were right of 
course—but the competition’s quota- 


Also Makers of Quality Filing Systems and Supplies 


ogg 


1315 JAY STREET ¢e ROCHESTER 3,N./Y., U.S.A. 
November, 1951 
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tions were right too. I believe what 
really clinched the deal was the atmos- 
phere of Bill's office—the air of compe- 
tence and efficiency. It looked well 
organized—like a place where a job 
would be done well. 

“Y and E” equipment is both attractive 
and efficient. It helps you sell yourself 
... get the order... and get things done. 

"Y and E” offices are designed for 
success. 


MARK OF SUCCESS ‘ 
“yy 
E 
IN THE NATION'S 


LEADING OFFICES 
SINCE 1880 
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complete them, using the old-fashioned 
preprinted stencil system. The time 
delay cut deep into the statement’s 
practical value for the hotel execu- 
tives, so the Galveston officials start- 
ed looking for a faster reproduction 
system.” 

The article goes on to describe the 
installation of an Ozalid machine 
which uses Celanese sensitized acetate 
film to make a positive copy of the 
original material. 

“The Ozalid system was installed by 
ANH with minimum changes in gen- 
eral procedure. Translucent originals 
were made of the 30-page monthly 
statements, using an opaque ribbon for 
typing the account items on columnar- 


ruled tracing paper. A set of Ozalid 
matte foil copies was then made of 
the originals. These matte foils, made 
of sensitized Celanese acetate film 
(A78 finish) became the accounting 
department’s permanent account item 
for each hotel’s monthly financial re- 
port. 

“Next, matte foil strips carrying 
handwritten variable data were affixed, 
with translucent patching tape, to the 
matte foil copy containing the con- 
stant data. After an OK from the 
general auditor, Ozalid prints were 
made of the composite record. 

“Result: Ozalid reports now reach 
the hotel executives two weeks earlier 
than under the preprinted stencil meth- 


...in the 
field of 


letters! 


all nylon ribbon 


Remington Rand’s exclusive, better-than-ever, inking 
formula for Nylex, gives you everything you could hope for in tangible 
typing results. Nylex produces a clearer, sharper write than ever before 
... truly “prestige-building” printwork for letters and reports! And 
Nylex ribbons are so durable, you'll find ribbon costs decreasing as 


typing quality rises. 


for that “Special” need... heavy duty Nylex 


A “heavy duty” Nylex ribbon is available for those “ribbon-killing” 
operations . . . accounting machines, billing machines, and electric type- 
writers with hard platens (for multiple copy production). “Heavy Duty” 
Nylex is engineered to withstand the ultimate in pounding punishment! 


Remington. Frand 


Business Machines 
and Supplies Division 


Rm. 2319, 315 Fourth Ave., New York 10, N. Y. 


0 Please send me the folder on Nylex ribbons, RSR 141. FREE 

NAME___ nad i = - NEW BROCHURE 
ON NYLEX 

a hee ee RIBBON ... 
YOURS FOR 

apeness__ — THE ASKING. 

ee ia ZONE____ STATE. 


18 


OFFICE 


| 


MANAGEMENT AND EQUIPMENT 


od. Another saving: matte strips car- 
rying obsolete data are removed eac! 
month and replaced by current vari- 
able data. The stripping operation in- 
volves less time and labor than was 
previously used in making up the 
worksheets alone. Additional typins 
on stencils, plus proofreading and cor- 
rections, is automatically eliminated 
Hotel executives estimate savings to 
the first year’s operation will approx:- 
mate $15,000.” 


A new book which is designed t& 
enable decorators, designers, archi- 
tects, engineers, industrialists, mer- 
chandisers and the average homemak- 
er to predict how a color will look 
under any one of the eight colors o: 
white light now available, has beei 
published by Sylvania Electric Prod- 
ucts, Inc. 

Entitled “Color Is How You Light 
It,” the new book, according to W)- 
nonah Murphy, the company’s colo: 
expert under whose supervision the 
work was done, is an improved anc 
expanded version of the original intro 
duced by the company two years agi 
for which there have been over 30,001 
requests. This second edition include- 
analyses of the two new DeLuxe col 
ors of fluorescent white light perfecte: 
since publication of the first Sylvania 
color and light book. 

To complete analyses of the eight 
light sources and their effects on 4 
colors, Miss Murphy and _ her staf? 
conducted hundreds of tests. 

“With an understanding of the bask 
reactions of color pigments to light 


. Ne 


The Green Family ae 


— 


and knowing the color properties of 
the seven white fluorescent tubes a- 
well as the incandescent bulb’s char- 
acteristics,” Miss Murphy declared. 
“anyone can now plan the decoratio: 
of a home, office or store and have it 
create the warm or cool atmospher: 
desired.” 

Copies of the new “Color Is How 
You Light It” book, number FL-42u 
may be secured from the advertising 
department of Sylvania Electric Prod 
ucts Inc., 87 Union Street, Salem, 
Mass., at 50c a copy. 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


How do you look to them? 


HOW DO YOU LOOK to the prospective employee? 

With competent secretarial and certain other office workers increasingly hard 
to get, what the prospective employee thinks of the office is just about as impor- 
tant as what the office thinks of her or him. And in the competition which is 
upon us for good employees, many offices are handicapping themselves by failure 
to paint an attractive picture of what employment with them means. 

When people have a choice of jobs, they can well afford to be choosey. What 
have you to offer that distinguishes you from others and makes employment with 
you desirable? Why, specifically, should a girl take a job as your secretary 
rather than with any of the other executives who are literally bidding against 
you for her services? 

We have advanced far in the technique of selling the new job to the person 
we have hired to fill it, but what of our handling of the person we are trying 
to hire? This is a phase of public relations to which little consideration has 
been given. The columns of newspaper want advertisements for office help 
rarely carry more than a few that are anything but commonplace. Most of 
(| them do nothing more than name the job, indicate the salary, and give the 
name and location—if a box number does not replace the latter information. 
When an employment agency is used, it generally has to dig to get full details 
of the job and the sort of person who would be suitable, to aid it in its task 
of screening and interesting the applicants. And when applicants do get to the 
office, they have to be more than ordinarily bold and persistent to pick up in 
the course of the interview a clear idea of the job and of its possible opportu- 
nities for them. 

The good office attracts good employees, but only if its merits are better 
publicized than they usually are today, when even outstandingly good offices 
can be found depending only on the word-of-mouth advertising given them by 
employees and customers as good places to work. 
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Some scenes at the luncheon 


“Office of the Year” 


THE ANNUAL “Office of the Year” Awards spon- 
sored by OFFICE MANAGEMENT & EQUIPMENT were 
presented at the 1951 “Office of the Year’ Awards 
luncheon at the Waldorf-Astoria Hotel, New York, 
October g2nd. Some sixty guests were present. 

Theme of the luncheon, emphasized ‘by the various 
speakers, was the outstanding value of a new well- 
planned office, and the true economy, even in these 
days of high construction and equipment costs, of such 
an office. 

H. L. McLeod, comptroller, Headquarters Plan- 
ning Office, United Nations Secretariat, New York, 


Accepting Honorable Mention plaques: 
L. D. Brill, for Northwestern Mutual Fire Association 
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Fairfax M. Cone (left) receives Award for Foote, Cone & 
Belding from Donald McAllister 


H. L. McLeod (right) receives Award for United Nations 


Secretariat 


winners honored at luncheon 


Award plaques and citations presented to repre- 
sentatives of six offices and their architects 


accepted the plaque awarded to that organization as 
winner of the Award in the classification of offices 
employing more than 500 persons. Fairfax M. Cone, 
president of Foote, Cone & Belding, Chicago, ac- 
cepted the plaque given to his company, winner in 
the less-than-500 employee class. 

Honorable Mention plaques for the larger office 
classification were received for Dun & Bradstreet, Inc., 
New York, by Meril A. May, vice-president; and for 
the Farm Bureau Insurance Companies, Columbus, 
Ohio, by Carl R. Frye, director of Real Estate and 
Development. 


- ++ Carl R. Frye, for Farm Bureau Insurance Companies 


November, 1951 


Similar Honorable Mention plaques for the smaller- 
office category went to L. D. Brill, president, for 
Northwestern Mutual Fire Association, Los Angeles, 
and to the First National Bank & Trust Co., ‘Tulsa. 
R. Otis McClintock, president of the latter company, 
was unable to attend. 

Other plaques were presented to the architects re- 
sponsible for the planning and construction of the 
winning offices. 

These architects were Harrison & Abramovitz, New 
York, for United Nations; Friedman, Alschuler & 
Sincere, and Harper Richards, Chicago, for Foote, 


- « « Meril A. May, for Dun & Bradstreet, Inc. 
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Left to right: Edwin M. Sincere, of Friedman, Alschuler & 
Sincere, architects for Foote, Cone & Belding; Eugene T. 
Benham (front), of Benham, Richards & Armstrong, archi- 
tects for Farm Bureau Insurance Companies; L. Andrew 
Reinhard (rear), of Reinhard, Hofmeister & Walquist, 
architects for Dun & Bradstreet; James A. Dawson, of 


Harrison & Abramovitz, architects for United Nations 
Secretariat; Donald McAllister, vice-president and general 
manager of Office Management & Equipment; Robert Car- 
son, of Carson & Lundin, New York, architects for First 
National Bank & Trust Co.; Richard J. Neutra, architect 
for Northwestern Mutual Fire Association, and Harper Rich- 


ards, designer for Foote, Cone & Belding. 


Cone & Belding; Reinhard, Hofmeister & Walquist, 
New York, for Dun & Bradstreet; Benham, Richards 
& Armstrong, Columbus, Ohio, for Farm Bureau In- 
surance Companies; Richard J. Neutra, Los Angeles, 
for Northwestern Mutual Fire Association; Carson & 
Lundin, New York, for First National Bank & Trust 
Co. of Tulsa. 

Presentation of the plaques was made by Donald 
McAllister, vice-president and general manager of 
OFFICE MANAGEMENT & EQUIPMENT. 

The luncheon guests, who included, in addition to 
the representatives of the offices honored in the 
Awards and their architects, representatives of a num- 
ber of national organizations interested in office prog- 
ress, heard interesting descriptions of the offices being 
honored and the reasons for their planning. 

In addition to those already mentioned, the lunch- 
eon guests included the following: 

Henry E. Abt, Brand Names Foundation, Inc.; 
William K. Beard, Jr., Associated Business Publica- 
tions; Eugene T. Benham, Benham, Richards & Arm- 
strong; Hugh M. Beville, National Broadcasting Co.; 
Robert R. Booth, Associated Press; Mrs. L. D. Brill; 
Paul E. Burbank, National Stationery & Office Equip- 
ment Association; Robert Carson, Carson & Lundin; 
E. H. Conarroe, American Management Association; 
Earl Curtis, American Crayon Corp.; J. Clydesdale 
Cushman, National Association of Building Owners 
& Managers; Miss Jeanne M. Davern, Architectural 
Record; James A. Dawson, Harrison & Abramovitz; 
John L. Doran, National Association of Cost <Ac- 
countants; Mrs. Elizabeth Draper, American Institute 
of Decorators;' Hal J. Fletcher, New York World- 
Telegram and Sun. 
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Also: Lee Geist, Wall Street Journal; Kenneth God- 
frey, American Association of Advertising Agencies, 
Inc.; John R. Gray, National Office Furniture Asso- 
ciation; Homer Harrison, Office Executives Associa- 
tion of New York; Charles H. Hashagen, Associated 
Business Publications; Charles E. Hilton, American 
Standards Association; Harry Hofherr, National Of- 
fice Furniture Association; Charles M. Hupp, New 
York Herald Tribune; Liston Jackson, National Of- 
fice Machine Dealers Association; Maurice Joslin, 
National Bookseller-Stationer. 

Also: Francis Keally, American Institute of Archi- 
tects; J. E. Keltner, Farm Bureau Insurance Com- 
panies; Joseph W. King, Foote, Cone & Belding; 
Richard LaFond, Richard LaFond Advertising, Inc.; 
Rudolph Lang, National Business Show; Richard 
J. Neutra; Mrs. Richard J. Neutra; James O'Gara, 
Advertising Age; Warren Owens, Tide; Eldridge 
Peterson, Printers’ Ink; John L. Reinecke, Wood Of- 
fice Furniture Institute; L. Andrew Reinhard, Rein- 
hard, Hofmeister & Walquist; Harper Richards; Ivan 
B. Romig, Grant & Wadsworth, Inc.; Howard S. 
Sanders, Stationers & Publishers Board of Trade; Miss 
Suzanne Sekey, Progressive Architecture; Edwin M. 
Sincere, Friedman, Alschuler & Sincere; Mrs. Edwin 
M. Sincere; A. C. Spangler, National Office Manage- 
ment Association; Harry Woodward, Sales Manage- 
ment. 

In addition to Donald McAllister, vice-president 
and general manager, and Thomas V. Murphy, editor, 
the following were present from Orrice MANAGE- 
MENT & EquipMENT: Kimball Darby, Robert F. Fine- 
gan, Alvin M. Hattal, Arthur P. Hibbard, Nicholas 
Hock, Joseph Hochfeld, James E. Neary, Jr., Charles 


November, 1951 


_ ie” re 
a o 
yr, en : pa 
Li 
e, : ig ape OPER alan he et co, Os ee oe, sae aie ace z a Cato om Gan. : i 4 ite ae 
? "i Sek Sie : cil : * E i oi ~ af ees 
4 ._ : 2 et ee pits ei ne 2 oo nae re f _—_ an nee ae 
: Pe og : B® a Po, | a, ee, E45 4 . pie eal 2 oe i ia 
te — ; ron 4 cae ‘ ’ ye 4 eS a oe . S. 3 q a “ j eS 7 ™ = j ae 
a 5 eS ae /~ a a... E32 thine. * 
ee: Og 4 ee 7 5 i? 3 . eae : /. Sars dans aa: ABs q is 7 
= : ; io : % / ‘ ‘ Af i a» Lan ee pie hae: —? _ 
) . 2 a q ae. : at at ef B bs “Me se —— _ = 
2). as re  & = é ie 2 _— ee. fe. : * 4 ee . 
mee o 2 7 - 6 " aed ry : ooo ie: staal ee coy 3 : 
Fi souy z 7 ; , i ‘a : eS we agli et ed a 
a | [_ we i ‘on aa = 2 ‘ e ae —— le ; 
i ioe 4 2 — ~~ —_aa es aa a: ‘i , pet : ; 
ey, pal te 3 : 4 ¥ = 2 << i 2a - eee \ We . 2 Ta 
ye “2g = 5 - ; . ae F ; , - a lia [_ \ ene Be 
ei Oe ase >. | es Aa = : - : i ae te F Mey: 
ty a of aes nay z 4 Jee a “4 P a an +: F he he is elk 2 
e , > ss oe 2 ia i ba 4 ae. - ae ies 
: ae Pe ae a ae 2 ee a 3 
od cis a a ss mF eta as ee i is —— oe £ 
aia - fae ONC; ge os mh eee Pk ‘ an — 
«ey Bie eee - aati 1 # ear eet aan ae Be oe Pay oe 
; ye ae . 5 a ie Beg he : a 7 JF n Me ae 44 Y- y ee pf 
r ae pe ; ef im % ‘ z as aS ba *“ ae ee Se ee 
. Bese ; ea a ie 4 By a} ee ee a (0 Am 2 le 
she ee | 4 tet | Baas he 4 e H ag . { ics es . aad 
4 — a : - tek: ’ ze ‘, i oe * f. ee Se . Te a ake. ee 
i jane _ el Ts \ 4 Te: > % h, a. 24 b ae : a ge, ee Tae ' i 
ies Fi 5b — he s eh a i ’ \- ; 4 a eee 4 A 
BA hosel 2 a : . 2 ; is. E See ee ge 
a moa a .% Neots ao ae : ae epee Ds i! ae: =. aa 
r¥ bn a | ab + : o<- oa uw > Bi ee 4 es. | ad aa 
: — ; : hick. Maree SS ee ee ue (putt i eae bas eae 60S jyesienee 
4 a . cit aes ee con * 2) 2 a a) Se % “ie; 7 i! ee 2 of ~ a 
: be ol aa : ot , el of a a ee on 
oe: a sr : ae ly a ae Si See —— ae Be 
: , : ‘ ae * : oes ae os ae j rd, pat, at ¢ Ba , 2 ca i. - “ne a Se 
xa " eae , ; 7 
= 5 = 7-2 
a A ge _ 
fig tes 4 
: he. a 
rf ee _ . 
, 
Fy? z oe 
Re ‘ : 
ca bisa 
cer hel 7 ee a 
ii as 
ey i ie F 
it ee a : 
yy Bis . = 
’ Pe 
by — 
sin " cal P ; 
2 ae 
aid ne 5 
Me y 
5. oe 3 
o> Sa 
/ oe: 7 i. 
Ea ’ 
% . ” 
Ss q 
ya . 7 s 
’ a . : : 
x i - 
4 
2 EY. : 
io) Oa i 
4 a : 
: " o 
— ie : 
. [a 
i a | 
| aan 3 
che a 7 
: in | ee PS 
5 ess 4 
vi a 
ae Sa a ae ee oe e ces i | ne 
oa > a 2 a a ea on BA = (een a elas 
oe > - 4 — = ie viet ean “a a ae i e a 
hs 2 oni A ee ; a gcc a GS q ™ a : j =a = ea fe ee 2 al ai 
S & — iy ae . — tT . 4 a. a Pa vec ‘) a. Ke ... 


1 ia ai 


H. L. McLeod, comptroller, Headquarters Planning Office, 1 
United Nations Secretariat, addressing the gathering. Bae 


tions 
neral 
Car- 
First Fairfax M. Cone, of Foote, Cone & Belding, tells of that 
‘itect company’s Award-winning offices. 
Rich- 
B. Rosengren, John M. Smythe, Fred G. Steinhilber, 
sod Miss Margaret Szoke, Hugh Ward. 
Zod- 


wae The 1951 Awards covered offices completed between 
Lats July, 1, 1950 and June go, 1951. Offices completed in 
the ensuing twelve months will be covered in the 


ocia- ' ei 
“Office of the Year” Awards for 1952. 


ated 
‘ican 


OF- Some business association representatives at the luncheon. Left to right: John R. Gray, 

New executive secretary, and Harry Hofherr, president, National Office Furniture Association; 

OF- Howard S, Sanders, executive secretary, Stationers & Publishers Board of Trade; Liston 

li Jackson, president, National Office Machine Dealers Association; Charles E. Hilton, 

SiN, American Standards Association; Paul E. Burbank, general manager, National 
Stationery & Office Equipment Association. 
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Photo by Ben Schnall, New York 
Looking into Fawcett Publications’ general reception area, 
which is on the floor below the area shown on plan herewith 


Plan of Faweett executive layout. 
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Numbered arrows indicate angle from which pictures with 
this story were taken (Board room, No. 3 on plan, is pictured on the cover of this issue) 
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President’s office (No. 1 on floor plan) 


LEADING AMERICAN CORPORATIONS are ap- _ ganizational viewpoint, look upon this area as the 
preciating more than ever the importance of the nerve center of the company, not only because it 
functional arrangement, layout, and design of their houses top management but because it must reflect 
executive suites. These same companies, from an or- _ the character of the business as well. (To next page) 


Vice-president’s office (No. 2 on floor plan) 
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Inside the general reception area (Not shown in floor plan) 


A recent example of application of this principle 
is in the executive offices of the Fawcett Publications, 
at 67 West 44th Street, New York, where this organiza- 
tion at present leases five contiguous floors (from the 
sixteenth to the twenty-first), one lower floor, and 
the penthouse, totalling approximately 50,000 square 
feet in area: 

The Kenneth H. Ripnen Co., Inc., New York, 
architects, were retained by the Fawcett Publications 
to design the project and carry it out to its completion. 
Readers will remember that the Ripnen organization 
was the designer of the offices of Cresap, McCormick 


& Paget, management engineers, New York, one of the 
offices honored in our 1950 “Office of the Year” 
Awards. 

The plan for occupancy provided that all traffic 
control would be routed through one reception room 
centrally located and that the executive suite would 
be located in the penthouse, which is accessible by 
means of a single elevator which also serves the other 
contiguous floors. 

The plan for the executive suite suggested by the 
architect provided for a main foyer and private offices 


(To page 74) 


Reception foyer for the executive suite (No. 4 on floor plan) 
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CENTS-LESS 
ACCOUNTING 


By L. F. ADAMS 
Auditor, Dravo Corporation, 
Pittsburgh, Pa. 


Excerpts from an address presented October 2 at 
the twentieth annual meeting of the Controllers 
Institute of America, held in New York 


“CENTS-LESS ACCOUNTING” is a catch-phrase . 
which originated in our accounting department and 
was intended to express the skepticism which at first 
greeted our proposal to eliminate pennies from our 
books and records. It is a very practical device for re- 
ducing the cost of accounting for the income and out- 
go of our business without sacrificing substantial ac- 
curacy or violating any basic principles of accounting. 

We adopted this idea in 1949, and by the end of 
that year had it in complete operation. A comparison 
of the costs of our accounting department for the year 
1949 with 1950 shows a reduction of 16° in number 
of clerical employees, and 9.4% in total accounting 
salaries. We think this is worthwhile, and it has been 
brought about in spite of increased demands for spe- 
cial cost studies and statistical data and the installa- 
tion of a budget system in all departments and opera- 
tions. We think that without the use of “Cents-less 
Accounting” we would have had an increase instead 
of a reduction. 

An analysis of our various operations emphasizes 
the volume of work devoted to the accumulation and 
distribution of figures needed to control and report 


WALTER B. GEROULD 
secretary and controller, A. G. Spalding & Bros., Inc., 
Chicopee, Mass.; president, Controllership Foundation, Inc. 
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CHARLES Z. MEYER 
Comptroller, First National Bank of Chicago, elected presi- 
dent of the Controllers Institute of America at 1951 annual 
meeting. 


the result of operations. It is in these accumulations 
and distributions that our clerical volume occurs, and 
the need for absolute accuracy becomes less important. 

Several years ago we began publishing our annual 
and interim financial reports in whole dollars. Dif- 
ferences of a dollar or so would be noticed if anyone 
took the trouble to add them up. No one commented 
on these differences, and we began to understand that 
for practical purposes absolute accuracy is not neces- 
sary for control of operations or evaluation of results. 

Our next logical thought was that if absolute ac- 
curacy is not necessary in the final results, perhaps sub- 
stantial accuracy would be acceptable in the com- 
ponent figures. Our studies indicated that, on the 
average, each amount recorded contained three digits 
of dollars plus two digits of cents, making a total of 
five digits. If we could decide that pennies could be 
eliminated, we might be able to save 40% of the effort 
devoted to recording the exact amounts. 

It was obvious from the start that this could not be 
accomplished by completely disregarding or “drop- 
ping” the cents, because the cumulative effect of pen- 
nies involved in the recording of a large number of 
individual entries would undoubtedly be of consid- 
erable consequence. But we found this could be over- 
come by “rounding” the amounts to the nearest dol- 
lar. This takes advantage of the tendency of fractions 
under and over a half dollar to offset each other, and 
reduces the ultimate variance to an acceptable mini- 
mum. This tendency to offset is really the key to the 
success of the plan, and it works out to an amount that 
is astonishingly small. 

To keep our books in balance, we provide a vari- 
ance account which we call “Penny Elimination.” We 
set this up as a deferred account, and at the end of the 
year we close it to Profit and Loss. 

Since the prime objective of the plan is to save ac- 


counting time and effort, we determined that our rules 


and procedures must not result in more work in the 
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elimination of pennies than would be saved. There- 
fore entries to those accounts in which pennies could 
not be disregarded are still recorded exactly. We 
found that such accounts could be limited to those 
recording the amounts due us by banks, customers, e10- 
ployees, and other miscellaneous receivables, and to 
the accounts controlling payable items and accrued 
wages, payroll deductions, and miscellaneous liabili- 
ties. These accounts are comparatively few in number 
and are easily remembered by all concerned in making 
entries. Entries to all other accounts involving income 
and expense and assets and liabilities are “rounded.” 

Billings to customers are, of course, charged to ac- 
counts receivable in exact amounts, but the credits to 
revenue and income accounts are recorded in rounded 
dollars. Entries to the Penny Elimination Account are 
made when our billing is closed for the month. At 
that time the Tabulating Department furnishes sum- 
maries of the month’s billing and the amount of the 
variance is ascertained. We are working on the princi- 
ple of eventually presenting all our bills in rounded 
dollars rather than dollars and cents, and are making 
progress in that direction. We have even secured cus- 
tomer acceptance of rounded dollar billing in the case 
of a few cost-plus contracts. 

Journal entries covering adjustments, write-off of 
depreciation, prepayments and deferred charges, and 
accrual of various liabilities, as well as distributions 
and prorations of overhead expenses present no prob- 
lems. They are recorded in rounded dollars with the 
exception of entries to the few accounts which require 
the use of exact amounts. 


In short, we etiminate pennies wherever we can at 
inception, and where we cannot do that we eliminate 
them as soon as we can without impairing substantial 
accuracy, so that from the point of elimination we are 
saving approximately the 40% mentioned before. This 
does not mean that the entire 40% saving can be real- 
ized, because clerical and stenographic work includes 
operations not directly concerned with the figures from 
which the cents are eliminated. It does mean, how- 
ever, that 10° actual savings were accomplished. 

There have been other advantages gained which 
are in the nature of by-products. One is the reduction 
of errors. The fewer digits the clerks have to deal with, 
the fewer chances for errors exist. No one in our com- 
pany has ever kept track of the time consumed in lo- 
cating and correcting errors, so we cannot evaluate the 
savings, but the universal approval of the new plan bv 
the people who are doing the work indicates that they 
consider their work load lightened. No doubt part of 
that feeling is due to the realization that it is easier 
to work with smaller numbers. 

I have mentioned that the tendency to offset result- 
ing from the “rounding” of amounts to the nearest 
dollar is the key to the maintenance of substantial 
accuracy. During the calendar year 1950 we processed 
and recorded billing to customers, purchases of ma- 
terials and services and payment of wages and salaries 
aggregating in excess of $115 million, and the amount 
of our variance account was only $306.32. 

We consider that our use of this idea has passed out 
of the experimental stage and is now a permanent part 
of our accounting system. 


Crowds were drawn to this window in main office of Cushman & Wakefield, Inc., famous old New York 

realty agents, during October, while that firm’s $1,000 prize contest was in progress to test New Yorkers’ 

ability to identify the 36 new office and commercial buildings erected in Manhattan since 1947 or cur- 

rently under construction. One of the contest rules called for a brief essay on “‘Why Manhattan is the 
ideal Location for an Office.” 
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Note control of daylight by venetian blinds, and how lighting equipment “fades” into 
ceiling, eliminating two possible sources of direct glare 


brightness 
controlled 
—desk glare 


cone 


Because calculating machine finish is grey, there is not the violent 

contrast between machine and white paper as if the machine were 

black. And light from broadly diffused source kills sharply defined 
shadows, further lessening eye-strain. 
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IN INDIANAPOLIS, the Rock Island Refining Cor- 
poration had bought equipment twice for lighting 
its general office, in two attempts to eliminate direct 
glare from the fixtures and indirect glare from office 
machines and paper work. But office manager Al 
Herman “was continually besieged by complaints from 
the staff about eye strain and the ‘dark corners’ in 
which they had to work.” 

Through the efforts of George E. Ransford, illumi- 
nating engineer with Indianapolis Power & Light Co., 
the office now boasts of lighting which, according to 
Mr. Herman, “is uniform over the entire office area; 
harsh shadows and glare have vanished; and produc- 
tion is at a new high because the personnel sees faster 
and more accurately.” 

The means of transition from discomfort, eyestrain, 
and complaints to today’s condition in which, Herman 
says, “everyone is pleased with our new ‘blanket’ of 
light” may be interesting to office executives facing 
comparable seeing problems. 

At the time when Mr. Ransford made the survey 
of the offices, the installation consisted of three con- 
tinuous rows of louvered bottom fixtures, each utiliz- 
ing four 40-watt fluorescent lamps. The fixtures were 
mounted on 7 foot, 8 inch centers. ‘The survey showed 
that the illumination was not uniform; that desk tops 
were subject to objectionable reflected glare and harsh 
shadows; the keys on office machines were reflecting 
the lamp images directly into the operators’ eyes; and 
there was a definite difference in brightness between 
the lighting fixtures and the adjacent ceiling area. 

(To page 76) 
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E. H. Conarroe, head of Division, addresses conference 


AMA’S Office Management 


By KIMBALL DARBY 


MORE THAN 500 members of the Office Manage- 
ment Division of the American Management Associa- 
tion attended the annual conference at the Hotel 
New Yorker, New York, on October 18 and 19. This 
conference marked the Division’s first experience with 
the “briefing” type of conference, in which the various 
topics scheduled for discussion are treated in a gen- 
eral way in one session, and are then examined “close 
up” in panel meetings. 

“AMA has found increasing enthusiam for the briet- 
ing type of meeting,” said E. H. Conarroe, Metropoli- 
tan Life Insurance Co., vice-president of the Office 


. Lawrence A. Appley, AMA president 
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Management Division, in an introduction to the con- 
ference program. “They afford opportunities for more 
thorough, intensive discussion of a smaller number of 
subjects. Rather than try to cover the whole field of 
office management, these sessions give exhaustive treat- 
ment to a selected few of the most timely and urgent 
topics.” 

The conference was opened by Lawrence A. Appley, 
president of AMA. Mr. Appley gave a considerable 
portion of his remarks to a eulogy of the late Coleman 
Maze, management leader who died recently, in which 
he lauded Dr. Maze’s great contributions to the field. 


Mr. Conarroe was chairman of the first day’s ses- 
sion, which in the morning heard H. L. Sargent, 
Standard Oil Co. (Ohio) , speak on the subject, “Solv- 
ing Staffing Problems for Greater Production.” He 
described a personnel inventory plan used by his 
company which kept management informed on the 
qualifications of the individual and his potentialities 
as a future supervisor. A prime requirement in execut- 
ing such a program is an experienced interviewer, Mr. 
Sargent said. 

Other speakers in this session were J. H. Kohlerman, 
Life Office Management Association, with the subject 
“Training for Increased Productivity in the Office”; 
William R. Devine, United States Bureau of the Bud- 
get, “Streamlining for Efficiency,” and Hugh A. 
Wichert, Ruthrauff & Ryan, Inc., on “Office Manage- 
ment’s Motivation.” 

Mr. Kohlerman saw a definite trend toward greater 
support of training by top management. What was 
equally pleasing, Mr. Kohlerman said, was increasing 
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Division holds conference 


Some of the more than 500 who attended 


Inspiring sessions mark Division’s first experience with the 
briefing type of conference, permitting intensive discussion 


evidence that company ofhcers were planning to fol- 
low up and not let such programs die. 

Mr. Divine was frank in admitting that Govern- 
ment office procedures had a long way to go in be- 
coming properly streamlined, but that some progress 
had been made. He described the Government-wide 
improvement program now under way. 

Mr. Wichert, pointing out that office people are 
working at from 30 to 60 per cent of capacity, said 
that motivation required an advertising and sales 
approach. All those who supervise others should take 
a course in sales and advertising techniques, he said. 

The “close-up” sessions, directly related to the 
problems of staffing, training, streamlining, and mo- 
tivation covered in the morning, were held concur- 
rently in the afternoon, with the morning’s speaker 
for each topic acting as chairman of the panel. 

Members of the panel on Staffing were Walter Em- 
merling, Procter & Gamble Co.; Edward M. Schulz, 
New York University; and H. A. Zantow, General 
Foods Corp. On Training: William V. Machaver, 
Johnson & Johnson, and T. H. Miller, Eastman Kodak 
Co. On Streamlining: H. E. Jackson, Imperial Tobac- 
co Co. of Canada, Ltd.; H. M. Kaiser, U. S. Rubber 
Co.; and J. M. Kalbach, Jr., E. I. du Pont de Nemours 
& Co. On Motivation: Frederick Lynch, Central Na- 
tional Bank and D. S. Valentine, Sears Roebuck & Co. 

Speakers for the second day’s sessions included John 
B. Joynt, American Enka Corp., with the subject 
“Organization Planning for Improved Output,” and 
Bennet B. Murdock, The Prudential Insurance Co. 
of America, speaking on “Quality Control in the Of- 
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fice.” Ken B. Willett, Hardware Mutuals, Stevens 
Point, Wis., was chairman. 

Mr. Joynt described the organization and functions 
of his company’s Administrative Engineering Depart- 
ment, of which he is manager. 

“Our program for the improvement of administra- 
tion and management is carried out on a decentral- 
ized basis,” Mr. Joynt said. “Our department heads 
are responsible for improving the organization of their 
own departments, perfecting their own plans, and 
analyzing their own policies and procedures. The 
Administrative Engineering Department coordinates 
the program and furnishes technical assistance on a 
staff basis.” 

Mr. Murdock told his listeners that Prudential had 
effected a 50 to go per cent reduction in errors by the 
application of quality control. 

“Each type of clerical operation calls for a tailor- 
made quality control program,” Mr. Murdock said, 
in describing the Prudential’s plan, “but the general 
plan follows a definite pattern. It is assumed that 
management and supervision have been sold on the 
advantages of the program and that the section being 
analyzed has been surveyed and the specific details 
worked out by the quality control staff.” 

Dr. Howard A. Rusk, chairman of the Department 
of Physical Medicine and Rehabilitation, New York 
University, and chief of the Rehabilitation Service 
of Bellevue Hospital, was guest speaker at the lunch- 
eon that day. He was introduced to the audience by 
Mr. Appley. 


(To page 78) 
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Main office area has two-level ceiling with light ing coves. Lower ceiling is acoustically treated 


for Bell Savings & Loan 


LONG RANGE PLANNING and painstaking effort 
by architects, engineers, and interior designers has 
produced for the Bell Savings & Loan Association of 
Chicago offices which not only thoroughly satisfy the 
needs of this firm but are proving of great interest to 
other organizations in the building and loan field. 

Located at Monroe and Clark Streets, the offices 
occupy the second and third floors of a Loop office 
building. Completion of the offices in January of this 
year marked the thirtieth anniversary of the Bell firm. 

The architects, Johnson & Johnson, of Chicago, de- 
signed departmental construction to facilitate over-all 
office operations. With the exception of the president's 
private office, all officers’ desks are in the open. Bell 
directors and officials feel this system is consistent 
with the streamlined handling of business and gives 
the premises a more inviting appearance for visitors. 

Ofhce furnishings and a balanced color scheme was 
coordinated by the staff design director of the Office 
Equipment Co., of Chicago, Chicago member of the 
Executive Furniture Guild of America, which sup- 
plied furniture and the interior design. 

The predominant color scheme includes walnut 
paneling in two colors of wood, green carpeting, gold 
draperies, and shadow green paint on all plaster walls. 
Chairs are upholstered in three different leathers. 
Most of the chairs, desks and other furniture were 
supplied by Stow & Davis, Grand Rapids, Mich. 
Others came from the W. H. Gunlocke Chair Co., 
Wayland, N. Y. 

Savings in personnel and increased efficiency are 
gained by the machines and system specified for the 
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company by the National Cash Register Co. Special 
machinery posts all deposits at the time they are 
made, so that every client is virtually auditor of his 
own account. 

For microfilm reproduction of records, a Remington 
Rand Dexigraph camera and complete darkroom 
equipment was sect up to simplify and speed photo- 
graphic record handling. 

Greater speed and efficiency for inter-office and local 
telephone calls is another important achievement. 
This was made possible by the installation of a new 
dial system which services more than 100 telephones. 
With this system, inter-office and local calls are dialed 
directly. Switchboard attendants handle only long 
distance and incoming calls. Designed by Illinois Bell 
Telephone engineers, the system can be expanded 
whenever the need arises. 

The second floor is given over to investment, sav- 
ings, and mortgage services. This main area has a 
two-level ceiling with a lighting cove which drops 
from one level to the other. The higher ceiling is 
plaster and the lower level is acoustically-treated 
material. 

Lighting in the general office area consists of the 
latest fluorescent recessed troffer fixtures. There are 
three circular coves centered in the main ceiling 
which provide indirect lighting as well as continuous 
fluorescent line cove illumination. 

The street-level public lobby is illuminated by a 
combination of fluorescent and incandescent light- 
ing. In the executive area, for lighting contrast, three 
bronze custom-made chandeliers have been installed. 
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Another feature of the new quarters designed to 
increase alertness and combat monotony is a system 
of piped “Music by Muzak.” 

An attractive employees’ lounge has been finished 
in a tropical motif, complete with a huge wall photo- 
mural depicting a Florida bay surrounded by palm 
trees. This theme is reflected in the red, yellow, and 
green canvas dining chairs. Other chairs are of rat- 
tan, redwood, and leather. The tropical illusion 1s 


In executive area, officers are easily accessible to customers 


carried out on wall surfaces featuring brick terracing 
and live plants. 

President of the Bell Savings & Loan Association 
is Arthur G. Erdmann, its managing officer since its 
foundation in 1925. In describing the new facilities, 
he said: “Our new quarters provide facilities for 
streamlined home loan service never available to us 
before and probably not surpassed by those of any 
other home financing institution in America.” 


Tellers’ cages. Special paneling in posting machine recesses cuts noise 
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PRACTICALLY everyone has heard of the CPA 
examinations but few know about the tests which are 
designed to help students decide whether they should 
attempt to become CPA’s. The college accounting 
testing program of the American Institute of Accoun- 
tants’ Committee on Selection of Personnel provides 
such tests. 

This $100,000 project was begun in 1943 in re- 
sponse to a need widely felt throughout the account- 
ing profession. Students from more than 250 colleges 
and universities will take these tests this year. 

Raymond G. Ankers, chairman of the Committee 
on the Selection of Personnel, lists these as the major 
objectives of the testing program: 


1. To assist the college counselor in advising stu- 
dents concerning a career in accounting 

2. To provide the student and teacher with prog- 
ress checks at various levels of advancement in 
the accounting course. 


At page top: IBM test scoring 
machine, At the right: IBM 
printing card punch machine 
transcribing test grades for 
students who request them. 
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Objective tests 
for 
accounting 


students 


3. To aid seniors in finding employment by fur- 
nishing potential employers with objective 
measurements of proficiency, general aptitude 
for and basic interests in accounting work 

4. To provide colleges with a yardstick for com- 
paring achievement and general aptitude of 
their students with that of students throughout 
the country 


“The tests also serve to aid public accounting firms 
and other organizations hiring accountants by pro- 
viding an objective measurement of applicants’ skills, 
technical ability and interests,’ Mr. Ankers says. 
“And the general public profits from any program 
designed to improve the quality and quantity of re- 
cruits to the accounting profession.” 

The program consists of two levels of achievement 
tests, an interest test, and an orientation test. Stu- 
dents are encouraged to take the interest and orien- 

(To page 80) 
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NEW WEST COAST PLANT 

of a new subsidiary of the Columbia Ribbon & Car- 
bon Mfg. Co., Inc., Glen Cove, N. Y., will go into 
operation next month. The new division, located at 
Duarte, Calif., will be known as Columbia Ribbon & 
Carbon Pacific, Inc. The plant contains 32,000 square 
feet of manufacturing space, and is located on the 
main line of the Santa Fe Railroad. The most mod- 
ern machinery in the industry is being installed, and 
it is expected that the complete Columbia line will 
soon be manufactured and distributed from the new 
location. 


HUNGARIAN RHAPSODY IN S. A. 


Oscar Nemenyi, former representative of Burroughs 
Adding Machine Co. in Hungary, who came to the 
company's Detroit office three years ago after leaving 
his native country as a stowaway in the luggage com- 
partment of a car, has been appointed manager of 
the Burroughs Rio de Janeiro branch in South Amer- 
ica. The appointment was announced by R. W. Mac- 
Donald, export manager. Mr. Nemenyi, who served 
as a salesman in Detroit in 1948, after giving up his 
dealer's franchise in Hungary, was transferred to the 
export division in 1949. A special act of Congress, 
passed in July, 1949 has made him and his family 
eligible for U. S. citizenship. 


CHICAGO OMA ENROLLS 500th MEMBER 
At the recent opening meeting of the 1951 Fall sea- 
son, the 500th member of the Office Management 
Association of Chicago was enrolled. The new asso- 
ciate was Ernest A. Monson (extreme right), vice- 
president of the Prudence Life Insurance Co., Chi- 
cago. He was presented with his membership creden- 
tials in a ceremony conducted by Harold W. Dickhut 
of Stivers Office Service, Chicago, immediate past 
president of OMAC and its present chairman of the 
Indoctrination Committee. Left to right; H. W. Dick- 
hut; H. W. Vetter, Ist vice-president, OMAC; H. A. 
Wichert, past international president, NOMA; and 
E. A. Monson. 


THE ‘THINKING MACHINE’ 


Herman W. Steinkraus, president of Bridgeport Brass 
Co., Bridgeport, Conn., prepares to send the first 
message through the newly installed automatic selec- 
tive pneumatic tube system, a robot conveyor that 
uses a "sixth sense" to “feel, think about and read" 
requirements for dispatching intra-plant communica- 
tions and metallurgical samples. With Mr. Steinkraus 
are, left to right: Warren J. Faust, controller; Francis 
J. Kearns, vice-president in charge of engineering; 
Mr. Steinkraus; Austin R. Zender, vice-president in 
charge of sales. 
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OFFICE LUNCH BOX 
makes a hit at the offices of John Plain & Co., whole- 
sale mail order house in Chicago. What with the 
war-induced pressure of office work here, and the 
greater need for something sustaining to eat or drink, 
employees welcome the free coffee provided by this 
company at reqular break period, at lunch time, and 
at five o'clock for those who will work on until eight 
during rush periods. For those who don't carry a 
lunch, John Plain has installed the Lunch-O-Mat, a 
new multi-item vending machine which sells sand- 
wiches, milk, salads in paper containers, pies, and 
cakes at a dime apiece. The company receives no 
commissions from the machine operator, helps to re- 
stock it when it runs out. Product of Lunch-O-Mat, 
Inc., 307 North Halstead St., Chicago. 


AWARD OF MERIT 

E. W. Burbott (right), vice-chairman, A. B. Dick Co., 
Chicago, and (retiring) president of Controllership 
Foundation, Inc., received the Award of Merit of the 
American Trade Association Executives at a luncheon 
in the Edgewater Beach Hotel, Chicago, recently. 
Presentation was mace by Wesley Hardenburgh, past 
president of ATAE. 
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DESK SET FOR SPORTSMAN 
William Voight, Jr. (left), national executive director 
of the Izaak Walton Leaque, is presented with a desk 
set from the Sheaffer Pen Co.'s gold nib manager, 
Peter Jungbluth, at the 28th annual convention of 
the league at Fort Madison, la., home of the pen 
company. 


NEW FOR OFFICE FURNITURE 


is Protec-Top, a plastic-baked desk finish which is de- 
signed to he impervious to such office accidents as 
cigarette burns, or spilled fluids. The manufacturer 
is the Marblette Corp., Long island City, N. Y. The 
practically damage-proof finish was one of the many 
new products shown at office furniture showrooms 
throughout the nation during National Office Furni- 
ture Week last month. Agnes Peterson, president of 
the New York State chapter of the National Secre- 
taries' Association, is shown registering amazement 
at the exacting tests being given to the new finish. 
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ERROR-NO COPYHOLDER 


manufactured by Hall-Welter Co., 42 Mt. Hope Ave., 
Rochester, N. Y., is now available in a grey finish 
which is designed to har ize with modern office 
equipment. The all-purpose, line-by-line copyholders, 
of which there are seven models, are all offered in 
this new finish, The all-steel Error-No has a counter 
weight principle which is designed to eliminate the 
clatter of the falling plate. It also has the adjust- 
able folding arm which makes the copyholder adap- 
table for all office machines and all makes of type- 
writers. 


NEW DRAFTING TABLE 
has been introduced by Emrick, Inc., Kalamazoo, 
Mich. Called the Stay'Ble Table, it is of all-steel 
construction and is adjustable for height as well as 
for angle. The table has a smooth sugar pine top 
with tongue and groove joints. A footrest and a level- 
ing device are provided. It is retailed at $125. 


OFFICE MANAGEMENT 


PLANT EXPANSION 

has been completed by Miller-Bryant-Pierce, manu- 
facturer of inked ribbons and carbon papers, Aurora, 
Ill., after more than a year of construction. The new 
addition to the firm's Aurora main building is the 
sixth in a series of expansions and has added one- 
third to the 1950 floor space. New enlarged offices, 
with the latest lighting equipment, are included in 
the expansion program to provide more adequate 
space for all office departments. Shown here is (top), 
partial view of enlarged main building; and (bot- 
tom), view of general office. Executive offices are to 
the right of photo area; vaults, file room and other 
office facilities to the left. 


NEW STYLITE LAMPS 


designed for contemporary or traditional interiors, 
are available from Prescolite Mfg. Corp., 800 Ban- 
croft Way, Berkeley, Calif. Illustrated here is Model 
FL-46, a 63 inch floor lamp which retails at $19.95. 
Other floor. desk and wall lamp models are also 
available. The new lamps are offered in decorator 
colors: lime green, olive green, chocolate brown, 
cranberry red, black, gloss gray, and gloss green. 


AND EQUiPMENT 
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STEEL TRANSFER FILES 


that are built to serve as active files are offered 
by Vanguard Engineering & Mfg. Co., Chicago. Steel 
transfer cases are specially constructed for multiple 
stacking in units as required by expanding files. They 
can be added one drawer at a time, firmly supported 
on a recessed base to form the usual 2, 3 or 4-drawer 
active file. Vanguard letter and legal size files, com- 
plete with index rods, are available in Hammerloid 
Gray or Office Green oven baked finish. All have 
brass finish handles. card holders and index rod knobs. 


DIXON FASTENERS 


made of brass are designed to give sheets metal pro- 
tection at the binder hole to prevent tearing and 
wear. Manufactured by Dixon Research, Inc., Rock- 
ford, Ill., the fastener has a hole through its center 
and sections of sheets can be put in ring or post 
binder without removing the fastener. The thin 
curved design holds quantities of sheets intact in or 
out of the binder. Dixon Fasteners are packaged 24 
to the envelope; 20 envelopes to the carton. Free 


samples are offered. 


NEW SWIVEL ARMCHAIR 

for office executives was introduced by the Emeco 
Corp., Hanover, Pa., at the recent N.S.O.E.A. con- 
vention in Chicago. The new Model 1033 features 
an all-welded aluminum frame, completely anodized, to 
withstand hard usage; a feather-touch adjustment for 
seat and back; and a wide choice of colors in the 
plastic crack and tear-resistant upholstery. Other fea- 
tures include the "Scuffless" aluminum base which is 
equipped with ball-bearing, free turning casters mold- 
ed into the base. Seat and back pad is fashioned of 
deep foam rubber, covered with perforated fabric. 


CUSTOM DRAPERY SERVICE 
for office equipment and supply dealers is available 
from the Edwin Raphael Co., 118 W. Ohio St., Chi- 
cago. Working exclusively with the dealer, Raphael 
provides experienced drapery styiists, a custom work- 
room, complete installation facilities and prompt ser- 
vice. The service is designed to aid the dealer in 
supplying the right draperies for his client's particular 
requirements. Additional information may be obtained 
by writing to the company. A design, suitable for 


office interiors, is shown here. 
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COLLECTORS’ MONEY-CHEST 

A new addition to the line of safes made by the 
Herring-Hall-Marvin Safe Co., Hamilton, Ohio, makes 
it unnecessary for collectors to risk personal holdup, 
or endanger their families by carrying company funds 
on their person over-night, or during week-ends. Col- 
lectors use only the deposit door which exposes a 
slot in a solid steel partition through which they place 
collections into the main body of the chest. Door 
to the main body is controlled by the cashier who 
removes deposits. Cashier's door can be equipped 
with dual control, requiring the presence of two peo- 
ple to open it, for added hold-up protection. Many 
users locate the unit in a wall between cashier's 
office and remittance area since there are two doors, 
one on each of the narrow sides. 


NEW VISIBLE RECORD UNIT 


is called i-Level by its manufacturer, Visirecord, Inc., 
801 Second Ave., New York. User has the ability to 
bring the lower compartment of the record keeping 
unit up to posting position, thus giving access to 
both compartments at eye level. Top compartment 
is exposed by lifting and sliding back the cover. To 
expose the bottom compartment merely pull out. To 
elevate the bottom compartment touch foot to the 
release, then lock into position with the lever. To 
relocate the bottom compartment, roll on its mobile 
chassis to any location desired when work has to be 


divided. 
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IMPROVED POSTURE CHAIR 

called "Miss Efficiency," has been introduced by 
Maso Steel Products, 81 W. Van Buren St., Chicago 
5, Ill. The chair is available in a choice of two fabric 
coverings, Claremont or Masoniel, or a vinyl plastic 
coated upholstery with fabric back, in gray, green 
or brown finish. Fabric coverings are removable and 
the plastic coverings welted. Seats have been en- 
larged to a full 16'/4 inches by 14'/4 inches and the 
back rests to I1'/2 inches by 834 inches; both have 
been streamlined. Shipping weight is approximately 
23 Ibs., with a list price of $29.95 for the plastic 
covered chairs, F.O.B. factory. 


NEW SPACE-SAVER LAMP 


that is adjustable to any position or angle, has been 
introduced by the Hie Line Co., 3 Brook St., Yonkers 
2, N. ¥. Designed by Harold Engelson, the Space- 
Saver lamp has no base, using instead a flat steel 
bracket which fastens to wall, baseboard or woodwork. 
It has an 18-inch Kwik-Flex Arm on top of 50 inches of 
seamless steel tubing. The lamp is finished in baked- 
on Romance Bronze. The shade, made of tailored 
butcher linen over white paper parchment, is avail- 
able only in beige. Both lamp and shade retail for 


$7.50 coinplete. 
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NEW DESK CALENDAR 


designed to facilitate purchase orders, give produc- 
tion schedules, delivery schedules, lead time, and 
other information that depends on future dates, has 
been introduced by the Schedule-A-Date Calendar 
Co., 310 E. State St., Ithaca, N. Y. Known as Sched- 
ule-A-Date, the calendar tells future dates by days, 
weeks, and months. as reqularly used in business, for 
every day in the year. The calendar pad is retailed 
from $1.75 to $1.30, depending on quantity ordered; 
the calendar stand, from $1.60 to $1.20; and the 
pad and stand complete, from $3.35 to $2.50. 


NEW POSTURE CHAIR 
for office and conference room has been introduced 
by Cramer Posture Chair Co., 1205 Charlotte St., 
Kansas City 6, Mo. The new chair has foam rubber 
cushions and Tenite plastic armrests. The chair frame 
is of tubular aluminum and is both welded and bolted. 
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TAXMETER FOR PAYROLLS 


is manufactured in 4 models by the Calcu-Tax Co., 
41 Park Row, New York. The company, which also 
makes the Calcu-Tax Chart. offers the Taxmeter for 
other than weekly payrolls. It is of metal construc- 
tion and retails for $24.95, including tape showing 
all current deductions. As tax changes occur, re- 
placement tapes are available for $5.75 each. The 
four models are: KD-I for daily payrolls; KB-! for 
bi-weekly payrolls; KS-1 for semi-monthly payrolls; 
and KM-I for monthly payrolls. 


NEW CASH REGISTER 

made by Remington Rand Inc., has nine department 
product or clerk designations; 7-column listing and 
totaling capacity; paidout and charge key; and sim- 
plified 10-key keyboard. Designated Cash Register 
Model 71-CR, the small business concern can main- 
tain a complete record system control of daily busi- 
ness transactions with these units. By positioning the 
open-close lever, this model can also be used for 
general figure work. Other features include an auto- 
graphic writing table with ample room for handwrit- 
ten notations on the tape; single and double space 
adjustment; safety lock on total and sub-total keys 
to prevent tampering with totals; safety lock on money 
drawer; removable steel money tray with standard 
divisions for coins, bills and slips; and a fully en- 
closed tape re-wind. 
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The seating you’ve been needing 
; for your office and reception 
OU vé room. The comfort and efficiency. 
The color and clean-lined 
attractiveness. The stamina. It’s 
all Royal, your convenient 
single source of prestige-designed 
furniture for every office 
eén situation. Individual piece or 
complete installation, the Royal 
way is the right way to buy. 


t All models available in choice of Royal's 
n j 0 q guaranteed upholstery materials and finishes. 


METAL FURNITURE SINCE '97 


ROYAL METAL MANUFACTURING COMPANY: 


175G NORTH MICHIGAN AVENUE + CHICAGO 1 
New York « Los Angeles * Preston, Ontario 


No. 4702 Side Chair es 
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Times 
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Fr ' ; e i 
Wood Furniture | 
td 


Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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A Globe-Wernicke Co. executive desk in wood 


Equipment Roundup— 


AS MIGHT be expected, the prospects for steel 
executive desks grows progressively dimmer as steel 
allocations shrink. Increased demand for desks natu- 
rally adds to the manufacturers’ difficulties as prod- 
uct lines are trimmed and delivery dates are extended. 

On the wood side, manufacturers are beset with a 
skilled labor shortage. Good veneers are not as easy 
to obtain as they once were, nor are metal fixtures, 
so important to a wood desk, plentiful. 


Advance Design, Inc., has introduced No. 8704 executive 
desk. Entire unit is made with the new wood-grained 
Formica veneer, available in walnut, bleached walnut, grey 
walnut, pickled oak, mahogany, blond mahogany, and grey 
mahogany grains (dull or glossy finish). Formica is heat 
resistant and alcohol proof. 

The desk itself is 66 inches wide overall. Top alone is 
48 inches wide, 24 inches deep. The long pedestal (see cut 
page 48) is 46 inches deep, 15 inches wide and 25 inches 
high and holds a bookcase on its outer side. The inner por- 
tion holds three drawers similar to those in the short 
Pedestal which is 24 inches deep. This desk costs about 
$450, through dealers, decorators and architects. Delivery 
six to eight weeks. 
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Executive Desks and Supply Cabinets 


Directory of manufacturers on page 51 


Alma Desk Co. reports that its line of office furniture has 
been shortened slightly. However, the company’s line of 
desks is intact, with all models available. Alma gives em- 
phasis to its No. 1163S desk, having a top 60 inches by 34 
inches. 

This desk is available in a variety of oak finishes as well 
as walnut and mahogany. The desk features a new shaped 
top with rounded corners banded on four sides, giving this 
desk “versatility of design that blends with any office deco- 
ration.” 

Where the desk is finished in soft tones Alma Desk Co. 
supplies a folder put out by the E. I. Du Pont De Nemours 
Co. concerning the manufacturing care of this finish. 

“This has been of assistance to the dealers in explaining 
to prospective customers details of the finishing process 
and a requisite in keeping it in good shape,” Alma says, 
“A similar pamphlet is now being prepared to put in all 
desks regardless of finish for the assistance of the dealer.” 

The Berger Mfg. Division, Republic Steel Corp., reports 
it has not shortened its line due to the current emergency 
and that all models are still available for general office pur- 
chase. 

Berger Division reports that delivery of from 60 to 90 
days applies on all models and that gauge thicknesses of all 
steel used remains the same. (To next page) 
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The Berger Division line includes Model 5078 which 
measures 78 by 39 inches, with a nine inch overhang on the 
two sides and back. Has four drawers, each with one ver- 
tical divider; one lettersize drawer with compressor; center 
drawer with convenience tray; two sliding trays with re- 
versible pan inserts; general locking system with added 
advantage of individual locking of center drawer. General 
features for the Berger 5000 series include heavy-gauge 
top and bottom frame members; heavy-gauge vertical frame 
members; free-floating-ball, progressive-type suspension of 
letter-size drawer. 

The Brown-Morse Co. points out that the current line 
of Brown-Morse desks featuring the new Plastite top was 
brought out just prior to the current emergency, and that 
now this desk is available only to the extent of the com- 
pany’s ability to secure steel for civilian use. Since the 
grade of steel used in this desk has been largely diverted 
to defense production, delivery is limited to the standard 
two-pedestal office desk and the double pedestal secretarial 
desk. 

Brown-Morse says that the desks are stamped from 16 
gauge steel and the Plastite surface is then permanently 
laminated to the metal by an exclusive process. 

“This provides a surface that retains all of its original 
beauty after accidents that would make conventional tops 
unsightly,” Brown-Morse points out, adding that the desk 
top is cigarette-proof, ink-prcof, water-proof and _ chip-re- 
sistant. 

The Carlton-Surrey Co. points out that while their vari- 
ous models of executive desks are still available for general 
office purchase, delivery dates have been extended some- 
what. 

Clemco Desk Mfg. Co. reports it has cut its line of desks 
from six to four. This includes the regular corporation 
square line, two modern lines with island bases, and one 
Chippendale line. 

“All models of our lines are still available in the line 
specified,” the company reports. “We still furnish flat-tops, 
typewriter desks, tables, and bookcases.” 

Clemco advises that while deliveries currently are running 
about 90 days, stepped up production in the future will very 
likely cut this delivery period to an appreciable degree. 
This could easily come down to 60 days, the company says. 
Clemco points to an improved wood finish, and that they 


Worden Co.'s No. 260° 


Leopold Co.’s SL-922-4 


Models by Brown-Morse . . . Indiana Desk Co. . . . and a conference model by Globe-Wernicke 


are also dipping all desk drawers to eliminate swelling and 
shrinking, allowing much longer service. 

Corry-Jamestown Mfg. Corp. reports that current metals 
allocations program has caused it to temporarily discon- 
tinue some of its line, but it still offers many of its items 
which are in greatest demand, including the “3000” line of 
desks and files. Delayed deliveries do obtain in some cases, 

To help keep existing Steel Age equipment in good or- 
der, Corry-Jamestown is carrying on an educational pro- 
gram with its dealers—by letter and by articles to its dealer 
newspaper, “The Steel Age Torch’—telling dealers how 
best to provide maintenance service for equipment already 
in use. 

The Steel Age executive desk features a large roomy 
file drawer which glides easily because it is mounted on 
progressive ball-bearing suspension, a Corroleum top to 
help reduce eye strain, extra foot room around pontoon 
bases, recessed knee space at the back for across-the-desk 
dictation, and adjustable gliders that provide individual 
working height from 29” to 30%”. 

Executive Furniture, Inc. advise that it contemplates 
dropping lower price models from its line at least tempo- 
rarily. Currently all models are still available. Delivery 
dates are somewhat extended. 

“Regarding special provisions for lengthening the life 
of our products,” the Executive Furniture, Inc. states, “we 
are constantly striving along those lines although we have 
always used the toughest, longest-wearing wood on all 
points of the desk which are subject to wear and parolin- 
ning these in order to further reduce wear, we are also 
submerging all drawers in a water-proofing solution in or- 
der to lengthen the useful life.” 

The General Fireproofing Co. advises that no executive 
desks have been discontinued. All models of desks are 
available, though delivery dates have been extended. The 
No. 1780-S executive desk (curved back) measures 80 
inches long by 42 inches wide (at its widest point), has a 
10 inch overhang on each side, and a 12 inch overhang 
at the back at its widest point. 

An arched anodized aluminum base or a closed base of 
steel with anodized aluminum trim is optional. With the 
closed base, height is adjustable, and this is even possible 
with the arched leg type aluminum base previously men- 

tioned. The top is Velvoleum, which in the standard model 


General Fireproofing Co.’s 1780F 
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is grey. What is described as a mist-green is available at 
a slight extra charge. Drawers are inter-changeable. 

The Globe-Wernicke Co. reports that, due to current 
emergency conditions, all models for executive office use, 
while still available, are on an extended delivery basis. 
Date of delivery varies for the different models and for 
the finishes. 

In Globe-Wernicke’s Streamliner steel desk series there 
are two types of executive desk—the conference style with 
overhanging top, and the double pedestal 66 inch flat top. 
Each of these types of executive desk comes in four dis- 
tinctive styles. There is a choice of a square edged or 
fully molded top, with no metal corners or ends, and the 
choice of tapered legs or island base. 

“In developing the Streamliner Series,” Globe-Wernicke 
says, “emphasis was placed on flexibility with all com- 
ponent parts carefully planned and engineered so that they 
are readily inter-changeable.” 

An exploded view of a Globe-Wernicke Streamliner 
steel desk illustrates the basic component parts. Each ped- 
estal is one-piece construction wrapped around to form 
the pedestal, side, and back for greater rigidity and 
strength. For added strength, each pedestal has extra 
reinforcements at the bottom and along the inner side. 
Pedestals may be fitted with either island bases or tapered 
rigid legs. Island bases are equipped with adjustable 
screw glides so that the desk height may be adjusted from 
29 to 30% inches to meet individual requirements. 

The Streamliner Conference Desk has a top measuring 
76 inches wide by 38 inches deep with an 8 inch overhang 
on three sides. Six to eight persons may comfortably sit 
around this desk and take notes while the desk’s center is 
free for charts, reports or other presentational material. 
Standard drawer arrangement here which includes three 
box drawers in the left pedestal and a box drawer and a 
filing drawer in the right pedestal. 

The double pedestal flat top executive model has a large 
working top 66” wide by 30” deep. Standard drawer ar- 
rangement here too. 

Globe-Wernicke is constantly promoting a program of 
proper preventative maintenance that includes the cleaning 
and waxing of all surfaces and the cleaning and oiling of 
mobile parts. 


Yawman & Erbe’s 4986.1 
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Metal Office Furniture Co.’s 15001, and Stow & Davis’s 2166-F in blonde wood 


A Jasper Desk Co. model 


Indiana Desk Co., Inc., advises that it has been necessary 
to discontinue five executive lines, namely, the 5000 
Georgian Series, 3000 Sheraton Series, 7000 Flow-Line 
Series, 2900 Turn-Leg Junior Executive Series, and the 
1400 Straight Leg Junior Executive Series. 

“We have concentrated on a commercial grade and the 
one executive island base series, due to the great demand 
for this type of furniture,” Indiana Desk advises, but natu- 
rally do anticipate putting all of these items back into our 
line when normal conditions return.” 

The Indiana Desk photographed is one of the company’s 
1200 series, combination walnut executive line. This same 
design can be had in the 1300 series made in oak. A similar 
desk in exterior appearance with the exception that the 
legs are turned and the top is molded can also be found in 
its 1100 series. 

Jasper Office Furniture Co. says that there has been no 
shortening of their line to any marked degree. 

“In December of last year we dropped out three or four 
sizes from a total of approximately 75 sizes,” Jasper Office 
Furniture says. “All models of our line are available for 
general office purchase, although they are available at less 
regular intervals than normally.” 

The greatest extension of delivery has been in the high 
grades executive suits and in accessory items such as cos- 
tumers, waste baskets, and telephone stands. 

The Leopold Co. reports that practically its entire line is 
available for general office purchase. Increasing demand 
for this line has caused delivery dates to be extended 
somewhat. 

The Leopold Co. features in its line the No. SL-972-4 
Consultation Desk which comes in sizes 66 by 36 inches 
and 72 by 36 inches. The purchaser has the option of a 
right or left end pedestal. 

Metal Office Furniture Co., manufacturers of the Steel- 
case line of metal furniture, points to its No. 15001 Execu- 
tive Desk with a top having an overhang on three sides. 
Size of the top is 78 by 38 inches. The desk is featured 
by its streamlined design with well rounded corners and 
all pedestal surfaces unbroken. Like all other members of 
the Steelcase line, this desk is 29 inches high but can be 
raised by the adjustable glides if so desired. 

The desk is available in a choice of new metallic finishes 


Executive desk by Corry-Jamestown 
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Carlton-Surrey, Ine. No. 1001 


Wells Furniture Co, No. 566 


and of four colors of linoleum for the top. This desk is 
currently in production and is available to authorized Steel- 
case dealers. 

Metal Office Furniture Co. maintains a Customer Service 
Department which is charged with the responsibility of 
making available to all users of Steelcase equipment mate- 
rials and information for using them which keeps Steelcase 
equipment “in the prime of life.” 

Orna Metal Products Co. reports that it has been neces- 
sary to shorten its line of Skyliner steel office furniture 
considerably. 

“At the present time our Model D3420 Utility Desk is 
still available in limited quantities for general office pur- 
chase,” this company says. 

Rockwell-Barnes Co. offers Rock-A-File Modular Wood 
furniture for the executive office. This line consists of desk, 
storage cabinet, wastebasket, telephone section, file cabinet, 
drawer section, typewriter shelf and bookcase which can 
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Alma Desk Co.’s Economizer series 


Tools of the Office 


be set up in various combinations as a complete and har- 
monious furniture layout. Rock-A-File Modular desks are 
available in right or left hand models to fit corresponding 
desk base units. Desk is 60 inches long, 34 inches wide at 
base and tapering to 27 inches wide at extreme end. Desk 
is bolted to desk base unit through two pre-drilled holes, 
and rests on attached pedestal at outside end allowing un- 
obstructed leg room at both sides of desk. Desk top is 
1% inch solid core, quarter sawed walnut veneer—all edges 
banded. 

The entire Rock-A-File Modular layout is designed to 
give the executive unitized desk work surface combined 
with storage and file (letter or legal size) space. The lay- 
out pictured is designated a left-hand layout. Entire layout 
occupies less than 50 square feet, comfortably fits in 9 by 
12 feet office space. 


Advance Design, Inc., No. 8704 


Shaw-Walker’s 6535 


The Shaw-Walker Co. line of executive desks has not 
been shortened or changed in any way because of emer- 
gency conditions, this company reports, adding that five 
grades of steel executive desks are still available. No. 7238, 
72 inches wide by 38 inches deep, and 29 inches high, has 
genuine walnut or mahogany top backed by steel for perma- 
nency and bound with a decorative wood molding. Draw- 
ers are lined with wood and cork and are fitted with acces- 
sories to save time and effort. This model is available in 
walnut or mahogany finish. 

No. 6535 pictured is 65 inches wide, 35 inches deep, and 
29 inches high. Choice of mahogany or walnut finishes 
with plastic bound genuine wood top or silver tone with 
plastic bound tan linoleum top complete with work organ- 
izing drawer accessories in genuine mahogany. 

No. C€7060-2 is 60 inches wide, 34 inches deep, and 29 
inches high. Available in mahogany or walnut with match- 
ing wood top, plastic bound. 
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No. C7060-3 is 75% inches wide by 39% inches. Top 
overhangs desk on two or three sides, whichever is desired. 
Available in mahogany, walnut or silvertone plastic with 
plastic bound tan linoleum top complete with work organ- 
izing drawer accessories. 

No. C7060-1 is the same as C7060-2 except that it is 
silvertone with plastic bound linoleum top. 

Delivery on all models is from 30 to 90 days. 

Stow & Davis Furniture Co. reports that current emer- 
gency conditions have not as yet curtailed its line or pro- 
duction to any appreciable degree. 

“By reason of the fact that our modern styled line is 
in continuous production, we are able to give the 60-day 
shipment promised,” Stow & Davis reports. “With tradi- 
tional patterns, the production scheduling is on an entirely 
different basis so that shipment dates will vary dependent 
upon the various cutting cycles. Due to the fact that the 
sales of traditional patterns are ahead of production, we 
cannot give any general shipment information other than to 
say that shipment will run from 30 days to four or five 
months, depending upon the pattern selected and its posi- 
tion in the cutting cycle.” 

The Stow & Davis modern design grouping incorporates 
a total of twelve different desk patterns. All of this com- 
pany’s modern design group at the present time is being 
made in a new plant which is enabling the company to 
increase production by almost 100 per cent. 

“By the time your publication goes to press, we will 
be in a position to offer 60-day shipments on any of our 
hardwood or executive groupings,” the company reports. 

Wells Furniture Mfg. Co. advises that its entire line is 
now available. 

The No. 566 Wells Executive Desk measures 66 by 36 
inches and has a height adjustable from 29 to 30% inches. 
The desk comes in rift white oak or walnut. The top to 
this model is five-ply 1%4-inch thick faced and banded with 
rift white oak or walnut. No. 566 Executive Desk is 
fitted with a substantial paracentric lock on center drawer 
controlling steel locking device in each pedestal. 

The Wells desk drawers are dove-tailed on all sides 
with framed-in, three-ply bottoms. Center drawers are 
equipped with pens, pencil and pin tray. Top drawers of 
flat top models are partitioned for 3 x 5 and 4 x 6 cards 
and have a deep partitioned drawer in right pedestal for 
book and letter filing. Interiors are finished. 

The 500 line includes Model No. 560, 60 inches by 32 
inches top; No. 562, the Secretarial Model, measuring 60 
by 32 inches; and four other models. 

The Worden Co. reports that its line is increasing in size 
with an approximately 30-day delivery applying in most 
cases. 

The Worden Executive Desk No. 260 measures 32 by 
58 inches with a height of 29 inches. 

Yawman & Erbe Mfg. Co. reports that it manufactures 
four complete lines of steel desks and has not found it 
necessary as yet to eliminate any of the line. 

“Each of the four lines has had a few items whose manu- 
facture has been suspended for the duration of the steel 
shortage and defense emergency,” Y & E reports. “For 
the most part, items that have been suspended are those for 


Jasper Office Furniture Co.’s No. CF 1782 
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which there is a comparatively light demand even in normal 
times. This has enabled the company to concentrate pro- 
duction on models for which there is the greatest general 
requirement these days. 

Yawman & Erbe report that the Departmental Desk— 
leg type—is the model which has been in heaviest demand 
from governmental agencies, and that for this reason 
delivery dates have had to be more extended on the leg 
type than on the other designs manufactured by the com- 
pany. 

The Y & E Stylemaster Executive Desk, the central unit 
of the Stylemaster Executive Suite, is one of the numerous 
major items in the Yawman and Erbe line whose manufac- 
ture is being continued despite cut backs in steel supplies 
available for office furniture production. This model fea- 
tures extra-wide drawers to take cap or legal size docu- 
ments. Each vertical has 30 inches of filing space. The 
cross-filing inserts which are standard in the drawers of 
this desk, allow for filing of two rows of letter size papers 
in place of one row of cap size records or one row of cap 
size documents and one row of letter size papers. 

Cradle type progressive slides in the four largest drawers 
give smooth, quiet, ball-bearing operation. The desk is 
mounted on black enameled recessed boxed base. 

The company is stepping up its regular practice of recom- 
mending that its agents and dealers advise all users of 
Yawman & Erbe products of desk maintenance practices 
to extend the long period of usefulness. 


Filing Supplies is the new “Tools” feature, scheduled 
for December. Watch for it! 


The L-shaped model of Executive Furniture, Inc. 


shown in two views 


An Orna Metal Products Co. 


Berger Division No. 5078 model 
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Tools of the Office 


Spotty Picture for Steel Cabinets 


All Steel Equipment, Inc., reports that it has been forced 
to reduce the number of styles of storage cabinets from 37 
to six due to the steel shortage. Styles now available are 
3487 and 3447 (storgae cabinets); 3489 and 3449 (wardrobe 
cabinets); and 3485 and 3445, which are combination 
cabinets. 

All Steel says that prompt delivery is being made on 
these styles. The finish of the cabinets is either green or 
grey, with chromium plated locker handles and locks. 

Berger Manufacturing Division of the Republic Steel 
Corp. also puts out a line of steel storage cabinets that 
include double door wardrobes, double door storage cabinets 
and combination wardrobe storage cabinet. There is also a 
line of single door units of smaller capacity. 

Models 8020 and 8030 are variations of the double door 
storage cabinet, 8020 measure 36 inches wide by 78 inches 
high by 18 inches deep. No. 8030 has the same dimensions 
except 25% inches deep. The entire line of storage cabinets 
and wardrobes are identified as the 8000 Line and list 
their standard finishes olive green, grey, mahogany and 
walnut. Door handles are of chromium plated cast steel. 

Cole Steel Equipment Co. reports that in spite of emer- 
gency conditions it has available for immediate delivery the 
No. 349L storage cabinet, sturdily constructed of heavy 
gauge steel, the doors are thoroughly reinforced and are 
equipped with two way locking device controlled by a 
paracentric lock. Has two adjustable steel shelves. Its 
finish is olive green baked enamel. Size is 37% inches high, 
30 inches wide and 17% inches deep. 

There are other types of Cole supply closets and cabinets 
as well as steel shelving. 

The Equipto Division of the Aurora Equipment Co. re- 
ports that its line of steel storage units is available for 
general office purchase. 


OFFICE MANAGEMENT AND EQUIPMENT 


No. 1197 Storage Unit is 3 feet wide by 12 inches deep 
by 314 feet high. Its principal uses are identified as cata- 
log racks, sorting racks for papers and mail, and report 
racks from outlying departments. It has 24 adjustable 
openings, 15 of them 4% inches high by 11% inches wide 
by 12 inches deep and nine of them 6 inches high by 
1134 inches wide by 12 inches deep. Extra dividers may 
be added if desired. . 

Hillside Metal Products Co., Inc., calls attention to its 
line of combination file and storage cabinets. 

No. 903 has outside dimensions of 33% inches x 27 inches 
x 16 inches. Has letter and card size file drawers as well 
as complete compartment closet with adjustable shelves. 
Lock and key on storage cabinet made of heavy gauge 
furniture steel with a baked enamel finish in a choice of 
green or gray. The card or check file drawers hold 3000 
3 x 5 cards, 4 x 6 cards or checks in adjustable partitions. 
Hillside Metal Products Inc. offers a variation of this 
idea in some cases arranged as a desk with the pedestals 
formed by a file cabinet or storage cabinet. 

The Hom-O-Nize Co. is another company manufactur- 
ing a line of storage cabinets. The company reports that 
deliveries are on a 30 to 45 day basis but that its line is 
still intact for general office purchasers. 

Parker Steel Products Inc. reports that it is now accept- 
ing orders on its steel storage, wardrobe, combination and 
utility line of cabinets. Delivery on the steel storage 
cabinets are on an immediate basis. 

These cabinets are constructed of heavy gauge steel elec- 
trically welded and reinforced throughout. Available in 
either green or grey. 

Dimensions of No. 42DS counter high storage cabinet are 
42 inches high, 36 inches wide and 18 inches deep. This 
is a double door unit with two adjustable shelves and a 
lock. 


From the left: All Steel Equip- 
ment Co.’s No. 3487; a model 
of the Hom-O-Nize Co.; and 
Berger Division’s 8000 Line 


From the left: A com- 

bination unit by Hill- 

side Metal Products Co.; 

small parts cabinet by 

Stan Steel Corp.; and 

Parker Steel Products” 
No. 42DS 
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Stansteel Corp. makes a line of steel cabinets and report 
that they have been forced to cut the line by 50 per cent. 
Deliveries as a rule are from 8 to 10 weeks on all items. 

Jasper Desk Co. features in this article its Coronaticn 
desk in walnut. The desk is of George III design with 
fronts that are matched stumped walnut and the desk is 
trimmed with an octagonal moulding. 

The suite includes a matching table, phone console, 
bookcase, hutch cabinet, costumer and wastebasket. 

Recently, the Globe-Wernicke Co. introduced a modernly 
handsome, functional wood executive desk. This double 
pedestal desk with island bases is 60 inches wide and 30 
inches deep with a height adjustable from 29 to 30% inches. 
The left pedestal consists of three box drawers while the 
right pedestal has one box drawer and one filing drawer. 
There is, also, a roomy convenient center drawer. This 
new executive wood desk comes in hand-rubbed, American 
walnut finish. Tropic mahogany and light modern finishes 
are available on special order. Delivery of these wood 
desks will be made as promptly as production conditions 


permit, G/W reports. 


A correction: illustration of a desk 
lamp made by the Industrial Lamp 
Corp., Elkhart, Ind., carried on page 
64 of our September issue, was er- 
roneously identified as the company's 
model 4900 lamp. This actually is 
the No. 4902. 


The following manufacturers were con- 
tacted for the preparation of this fea- 
ture: 


EXECUTIVE DESKS 


Abercrombie-Shafer, Inc. 

1071 W. Deerpath, Lake Forest, Ill. 
Advance Design, Inc. 

45 W. 33rd St., New York 
All Steel Equipment Co. 

Aurora, Ill. 
Alma Desk Co. 

Drawer 271, High Point, N. C. 
Art Metal Construction Co. 

Jamestown, N. Y. 
Blair Aluminum Furniture Co., Inc. 

Marietta, Ga. 
Browne-Morse Co. 

Muskegon, Mich. 
Carlton-Surrey, Inc. 

11 Commerce St., Grand Rapids, Mich. 
Central Desk Co. 

454 N. Armour St., Chicago 
The Champion Furniture Co. 

P. ©. Box 2462, Hickory, N. C. 
Clemco Desk Mfg. Co. 

Bloomfield, Ind. 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Commercial Furniture Co. 

2739 W. Chicago Ave., Chicago 
Corry-Jamestown Mfg. Corp. 

Corry, Pa. 
Cron-Kills Co., Inc. 

Piqua, Ohio 
Dauson Corp. 

522 W. Jefferson St., Louisville, Ky. 
Doro Mfg. Co. 

220 Institute Place, Chicago 
Doten-Dunton Desk Co. 

210 Broadway, Cambridge, Mass. 
Executive Furniture, Inc. 

911 S. Walker St., Oklahoma City, Okla. 
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Cole Steel Equipment 
Co.’s No. 349L 
Storage Cabinet 


General Fireproofing Co. 

Youngstown, Ohio 
The Globe-Wernicke Co. 

5025 Carthage Ave., Cincinnati, Ohio 
Hekman Industries 

525 Ann St., Grand Rapids, Mich. 
Hoosier Desk Co. 

310 Mill St., Jasper, Ind. 
Imperial Desk Co. 

1312 W. Florida St., Evansville, Ind. 
Indiana Desk Co. 

1201 N. Mill St., Jasper, Ind. 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wisc. 
Jasper Desk Co. 

6th & Anderson St., Jasper, Ind. 
Jasper Office Furniture Co. 

13th & View Sts., Jasper, Ind. 
The Leopold Co. 

914 Osborn St., Burlington, lowa 
McLeod Furniture Co. 

5800 24th Ave., Kenosha, Wis. 
Metal Office Furniture Co. 

1491 Division Ave., Grand Rapids, Mich. 
Myrtle Desk Co. 

High Point, N. C. 
National Cabinet Co. 

21-24 44th Ave., Long Island City, N. Y. 
National Desk Co. 

801 Park Ave., Herkimer, N. Y. 
Nemes Furniture Factory 

2650 Lehmann Court, Chicago 
Orna Metal Products Co. 

2412 S. 7th St., St. Louis, Mo. 
Peerless Steel Equipment Co. 

Unruh & Hasbrook Sts., Philadelphia, Pa. 
J. K. Rishel Furniture Co. 

1201 E. W. 3rd St., Williamsport, Pa. 
Frank Scerbo & Sons, Inc. 

536 Pearl St.. New York 
Security Steel Equipment Corp. 

50 Manhattan Ave., Avenel, N. J. 
Shaw-Walker Co. 

Muskegon, Mich. 
Skyline Desk Corp. 

201 Front Ave., Grand Rapids, Mich. 
Standard Furniture Co. 

S. Washington St., Herkimer, N. Y. 
Stow & Davis Furniture Co. 

80 Front Ave., Grand Rapids, Mich. 
Wells Furniture Mfg. Co. 

Laurel, Miss. 
Wilhite Mfg. Co. 

512 La Salle St., Chicago 
Worden Co. 

200 E. 17th St., Holland, Mich. 


Yawman & Erbe Mfg. Co. 
1045 Jay St., Rochester, N. Y. 
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SUPPLY CABINETS 


All Steel Equipment, Inc. 

117 Highland Ave., Aurora, Ill. 
Art Metal Construction Co. 

Jamestown, N. Y. 
Art Steel Sales Corp. 

170 W. 233rd St., Bronx, N. Y. 
Berger Mfg. Div., Republic Steel Corp. 

1038 Belden Ave., Canton, Ohio 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Empire Steel Products, Inc. 

26 Custom House, St., Providence, R. I. 
Equipto Div. Aurora Equipment Co. 

Aurora, Ill 
Gardner Mfg. Co. 

Horicon, Wis. 
General Fireproofing Co. 

E. Dennick Ave., Youngstown, Ohio 
Hedges Mfg. Co. 

2931 Wentworth Ave., Chicago 
Hillside Metal Products, Inc. 

129-02 Hillside Ave., Richmond Hill, N. Y. 
Home-O-Nize Co. 

3rd & Oak Sts., Muscatine, lowa 
Interior Steel Equipment Co. 

2352 E. 69th St., Cleveland, Ohio 
Invincible Metal Furniture Co. 

842 S. 26th St., Manitowoc, Wis. 
Jay Em Mfg. Co. 

31 Coffey St., Brooklyn, New York 
Keystone Steel Equipment Co. 

15 Lombard St., Philadelphia, Pa. 
Lion Steel Equipment Co. 

3070 Webster Ave., Bronx, New York 
Lyon Metal Products, Inc. 

16 Madison Ave., Aurora, Ill. 
Maso Steel Products 

81 W. Van Buren St., Chicago 
Midwest Metal Mfg. Co. 

1818 N. 18th St., St. Louis, Mo. 
Parker Steel Products, Inc. 

54-60 Columbia St., Brookiyn, New York 
Pines Mfg. Co. 

9222 Addis St., Dallas, Texas 
Quality Products Co. 

P. O. Box 3214, Charlotte, N. C. 
Security Steel Equipment Corp. 

50 Manattan Ave., Avenel, N. J. 
Standard Steel Equipment Co. 

117-20 14th Rd. College Point, N. Y. 
Supreme Steel Products, Inc. 

5255 74th St., Maspeth, New York 
Vanguard Mfg. & Eng. Co. 

53 W. Jackson Blvd., Chicago 
Victor Safe & Equipment Co. 

315 Fourth Ave., New York 
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HIGH-POWERED VACUUM CLEANER 


called Wet-Dry Vac, has been introduced by John- 
son Wax Co., Racine, Wis. The new vacuum is de- 


FLEXI-MODULE OFFICE LIGHTING 


furnishes approximately 100 foot-candles at the desk 
level, with low brightness, and gives a decorative pat- 
tern to the ceiling. Luminous panels, each constructed 
of corrugated plastic bounded by a metal retaining 
frame, form the main part of the Flexi-module ceil- 
ing with conventional square cell louver type modules 
bordering the sides of the room, thus avoiding re- 
flected brightness. Simple fluorescent single-lamp 
strip units containing Warmtone lamps are mounted 
12 inches above the louver top plane on 15-inch cen- 
ters. Picture shows two types installed at the office 
of the manufacturer, Sylvania Electric Products Co., 
1740 Broadway. New York. 


signed to remove water from any type floor, drawing 
in all particles of dirt and qrime with a strong suc- 
tion action. The 5/7 H.P. electric motor and collec- 
tion chamber are enclosed in a shell of heavy gauge 
steel. The machine is 28 inches high and 16 inches 
in diameter; has four hard rubber swivels for easy 


mobility. 


STOCK CART 

of heavy steel rigid construction, with round beaded 
edges, is equipped with five-inch rubber tired wheels, 
stationary in front, swivel in rear, providing easy port- 
ability for office supplies, small parts, mail, etc. Baked 
enamel olive qreen finish. Top and bottom trays are 
four inches deep. Cart will take loads up to 600 Ibs. 
Model 150 measures 36 inches long by 24 inches wide; 
Model 145 is 30 inches long by 16 inches wide. Both 
models are 36 inches high. Made by Equipto Division 
of Aurora Equipment Co., Aurora, Ill. 
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UN METERED MAIL 


bearing the first official UN postage meter stamp, 
made its debut recently on United Nations Day, si- 
multaneously with the issuance of the first group of 
the UN's own regular adhesive stamps. The UN has 
four postage meter mailing machines, which are manu- 
factured by Pitney-Bowes, Inc., Stamford, Conn. The 
firm also designed the stamp, in cooperation with 
UN postal officials. The new stamp can be imprinted 
in any denomination from '/2 cent to $9.99!/2 by set- 


ting levers on the meter. 


ee NT 
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COLE 


STEEL 
CABINETS 
with the 

built-in... 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 


COLE 


SAFETY VAULT 


The “PRESIDENT’S” FILE No. 474 


Contains: Four ball-bearing letter size 
drawers; two double index drawers for 
3x 5 or 4x 6 cards (6400 capacity) or 
by removing the partitions, for can- 


celled checks; one safe compartment 
with a combination lock (no key neces- 
sary—only YOU know the combination). 
37%" high, 30%2" wide, 17%" deep. 
Cole gray baked enamel finish. 


$77.90 & 


With plunger-type lock which automatically 
locks all drawers. No. 474-Ph...00000...... $86.40 


STEEL EQUIPMENT COMPAN 


: 285 Madison ie 
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Your records are as safe in Cole’s ‘DOUBLE SAFEGUARD"’ 
cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade ‘‘A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors, Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 


last a lifetime. -COLE- STEEL. 


COLE STEEL poyeitiptes oy — NEw vOoRK 
ADE IM VLG. 


FOUR DRAWER FILES — 
No. Wide High Deep or Gray 


1004Y . . Letter Size.. 14%” 51%” 285%” $106.90 
8004Y .. Legal Size..17%” 517%” 28%” 118.75 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 


TWO DRAWER FILES 


1002Y . . Letter Size... 1434” 30%” 28%” $ 79.50 
8002Y . . Legal Size. . 1734” 30%” 28%” 84.75 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 


Prices slightly higher in Zones II and III 
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Used for 
Top Secret Work 
in Many Plants 


Used in 
Government 
Offices 


COLE bhi. 
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F, SIZES AND PRICES — 
; cali 
q Inside Dimensions Pa ay all sati 
ss 
Suggested Uses DM 
< ? File PRICE fror 
Width Height Length} No. Single Carton LOCATE YOUR RECORDS EASILY — No more need of fussing Div 
Nee the ...... 12% .. 10% ..24 | E210. . $3.55. 2. 4% and fuming. With Pronto files you can get at all records just Fou 
tletter Size . . 12% .10%..15 | £2108 . 3.45 3.35 as easily as in your regular active files. . 
tlegal or Cap = 15% .. WY... 24 | E510... 435... 4.25 M 
nein, ia a - és He os . E10? . 3.20... 4 SAVE FLOOR SPACE — Constructed so that they interlock into ‘ 
Sesdieee nS Forms as || 10% |: 8%. . iB cloeM - ye solid units and stack as high as the ceiling, saving valuable gins 
Freight Bills hp) a am ots 2 ee 3.00 mae 2.90 floor space. sele 
ecks J — ee biIoe .. 3.0.. 2. i 
Dratis or Checks We 1. Mes. | Es *. 240... 2:30 STURDY CONSTRUCTION — Prontos are built of 275-Ib. test a 
rafts or Checks We .. 4%. 18 | EMM. 235.. 2.25 : i 
ee ell a ae tet 2) glee See corrugated fibre board and reinforced with steel on the shell sell; 
Deposit Slips (2 Rows) S% .. S%..1S | GSS... 240.. 2.50 and the four corners of the drawers. 
Deposit Slips 8% |. ay. . | Bee 1. 2.40.. 2.30 mad 
wy my al ve Fie 3% - 2 £73 .. 2.40.. 2.30 BEAUTIFUL APPEARANCE — Pronto files are beautiful in ap- al / 
*3x5 Cards ows %, .. W.. om .. 48.. & 
*4x6 Cards (2 Rows) 1% .. $2.24 | ere 2. 320. 3.10 pearance, finished in an attractive olive green. T 
"3x5 Cards (2 Rows) ; ae. a os .. 306. . 2 of ] 
Vouchers (Upright) Si, .. 1%. . 24 _, ee: FF 3.25 
tLedger Sheets  ..2. M1 .. 4... 1153 ucts 
tledger Sheets . 12% .. 12% 18 | E12 5.15... 5.05 tech 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. to ¢ 
Prices slightly higher in Texas, Colorado, and West of the Rockies. sury 
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BOOKS AND PAMPHLETS 


To help management follow the 
rules on pay increases and to avoid or 
minimize the penalty for unintentional 
violations, a new policy manual, How 
to Operate Under Wage and Salary 
Stabilization, has been published by 
Business Reports, Inc., 225 W. 34th 
Street, New York. 

Main emphasis of the study is on 
ways and means of adapting a com- 
pany’s pay plan to conform to constant- 
ly changing rules on wages and salar- 
ies. It exhibits an actual pay plan un- 
der which a company will be able to 
move to make most of the increases it 
finds necessary without getting Wash- 
ington approval on every move. 

Most of the Business Reports’ study 
is devoted to helping management 
know and comply with the pay sta- 
bilization pattern as it has now been 
developed. But it also seeks to help 
companies avoid crippling penalties for 
pay actions taken in the early months 
of 1951, when it was difficult to hold 
good people and pay rules had not yet 
crystallized. 


The Mitchell Mfg. Co., Chicago, 
offers a new 28-page two-color illus- 
trated catalog describing in detail the 
complete Mitchell line of commercial 
fluorescent lighting units. The catalog, 
No. 433, is said to contain the answer 
to every conceivable commercial light- 
ing need with a wide choice of 
proper lighting for schools, restau- 
rants, offices, public buildings and in- 
stitutions. Featured are Slimline 
models; open-type, glass shielded and 
louver shielded troffers, strip lighting 
units. streamlined shielded luminaires, 
pace setting styled spotlights and 
many others. All units carry the Un- 
derwriters’ Listed label as well as the 
full one-year guarantee. 


Released recently by Remington 
Rand Inc., is a brochure featuring 
Nylex, a newly-developed all nylon 
typewriter ribbon. Blended with an 
improved ink formula designed to pro- 
duce clearer, sharper and darker char- 
acters, the ribbon achieves executive 
calibre printwork with added typist 
satisfaction. Request booklet RSR 141 
DM, “Type Right Through Nylex,” 
from Business Machines and Supplies 
Division, Remington Rand Inc., 315 
Fourth Avenue, New York 10, N. Y. 


Management must know profit mar- 
gins realized on individual products in 
selecting products to sell, setting sales 
prices and deciding how much can be 
spent profitably for advertising and 
selling, according to a research study 
made public here today by the Nation- 
al Association of Cost Accountants. 

The study, entitled The Assignment 
of Nonmanufacturing Costs to Prod- 
ucts, is based on an analysis of the 
techniques used by 70 major companies 
to obtain product costs. Cost of this 
survey is 75 cents to non-members. 
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Specialized service 7 
You get it with ... 
UARCO TABULATING FORMS! 


"ge 


= 


ie 


You as a user, know the value of specialized service! 


Take a tab form you are working on right now. You un- 
derstand the requirements . . . but you might want help with the 
layout and specifications. You may wonder, too, about the print- 
ing. And .. . the cost! 


Put another way, Uarco offers help and advice in the 
planning, in the execution, and in the delivery of a tab form. If 
you want it, you get it. Not for just this job, but for any other. 

Besides qualified assistance, Uarco provides services 
from five plants to every business area—for all kinds and types of 
custom forms, imprinted forms... stock forms. Complete facilities. 

All this and over half a century of experience! 


And all you have to do, is call a Uarco representative. 
Factories: Chicago; Cleveland; 


Oakland; Deep River, Connecticut; Watseka, Illinois 
Sales Representatives in all principal cities. 


UARCO INCORPORATED 
Room 1620, 141 W. Jackson Blvd. 
Chicago 4, Illinois 


1 
| Please send my copy of “UARCO CONTROL PUNCHED 
° FORMS F ” 
Business Forms | OR TABULATING. 
| Pitan das esanyidebsvsecdbdtenesassskiuipabsetbanwn eee 
Have you received your Uarco’. i 
pays tbe ney Fy Aone pig By) Deis siiucudidesbiduceubins $eeqevecccoocesos eeccccee 
tual samples of Uarco’s full line; | Address. 
Sopufommtng enctheds deciera ae Tovepmuepaeaman bkvbnsihageeuwhedaeee ovepsosceusne 
cial constructions. Send for it, fades RR ree ei ee ree Covcccccceeecs 
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att cree Viewer tt es £14. OF 4 SERVES 


a good place 
to do 
business... 


woaT/un: 7 
ernest, 


1, these times a buyer does a lot of calling on suppliers, and it 
has opened my eyes. From experience | know which are the 
good companies, but even without looking up the records I can 
get a pretty good idea just by looking at their offices. Take this 
company, for example . . . always been a good concern to do 
business with, and now that I have dropped in I know why. For 


one thing, the offices have a nice appearance, modern and 
efficient. They have a complete CRESTLINE installation, and 
in my book that is a mark of good management. I know it is 
the best equipment because my own company tested the field 
and we chose CRESTLINE. As the boss said, it is a smart 
investment for the years ahead. 


SECURITY STEEL EQUIPMENT CORP. 
AVENEL, NEW SERSEY 


BOOKS AND PAMPHLETS 


(Continued) 


The McGraw-Hill Book Co., 330 W. 
42nd St., New York, has sent out a 
brochure on the seventh edition of 
“The Technique of Executive Control” 
by Erwin Haskell Schell, Professor of 
Business Management, Massachusetts 
Institute of Technology. 


McGraw-Hill describes the work as 
a “practical guide that points out the 
rational and effective thethods of ap- 
proaching and solving the variety of 
problems that confront the executive 
in his relationships with his subordi- 
nates, associates, and superiors. Prac- 
tically every factor which is at all 
likely to affect ‘getting the work done’ 
is given a clear and thorough discus- 
sion—and, in each instance, the most 
valuable kind of suggestions are made 
for the turning of that factor to the 
very best advantage.” 

The manual “guides you over the 
rough spots of executive duty, helps 
you with such details as: encouraging 
the human capacity for growth; de- 
veloping stimulating, stabilizing, time- 
saving, restraining, conforming tools 
for yourself; how to design and give 
orders; dealing with disciplinary prob- 
lems in a constructive manner; intro- 
ducing new employees; gaining co- 
operation of subordinate executives 
associates, and superiors; overcoming 
complaints, disloyalty, dishonesty, lack 
of initiative, and other difficulties with 
subordinates”; and other problems. 

The manual has 296 pages, measures 
434 by 73% inches, and costs $3.50. 


A new 12-page, two-color booklet 
entitled “Distinctly Yours” has been 
published by Thomas A. Edison, Inc., 
West Orange, N. J., which describes 
the advantages and features of the 
Disc Edison Voicewriter. 

The booklet describes Edison Hi- 
Definition recording, the advantages 
of double length indexing and numer- 
ous other features of the equipment. 
Large illustrations of both executive 
and secretarial models are included. 


Multi-Clean Products, Inc., 2277 
Ford Parkway, St. Paul, Minn., has 
issued a two-color folder presenting its 
line of floor machines and _ attach- 
ments. The six-page folder illustrates 
and describes in detail the firm’s prod- 
ucts, including its line of floor chem- 
icals. 


A new catalog, containing 64 pages 
of information regarding all Holo- 
phane products, has been issued by the 
Holophane Co., 342 Madison Ave., 
New York. Called Datalog, it features 
90 product illustrations, 75 cross-sec- 
tional drawings and 59 candlepower 
distribution curves, giving detailed in- 
formation on a total of 270 lighting 
units. The catalog is available upon 
request. 
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It looks smart and it is smart, this 
really portable Gray AUDOGRAPH. Most 
rugged dictating machine, it outdis- 
tances all others in performance. 
Executives find the lightweight 
AupocRAPH invaluable on trips. And 
field representatives and salesmen dic- 
tate detailed reports while important 
ideas are still fresh in their minds .. . 
simply soundwrite their thoughts and 


AU OGRA ‘. 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 
Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation (Western Electric Company export affiliate) in 
TRADE MARK “AUDOGRAPH™ REG. U. S$. PAT. OFF. 


35 countries. 


November, 1951 


mail the discs back to the home office. 
Result: better and faster reports. 
One lever control makes operation 
simple. No arms to fuss with. Relax, 
think out loud. One flexible plastic disc 
holds over an hour’s dictation . . . can 
be resurfaced for reuse up to 50 times. 


Dictation is easier — with AUDOGRAPH! 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 
Send me Booklet 11-8 
“Manpower—starts with YOU!” 


Your secretary will appreciate 
AupocraPH, too. Exclusive illumi- 
nated index flashes a red light to warn 
her of approaching corrections; a 
green light for ends of messages. Tone 
control gives full treble-to-bass range. 
Get particulars. Send the coupon today. 


TITLE 


FIRM 


6) STREET 


city 
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features. 


MAIL 
THIS 
COUPON 
TODAY! 


* TREASURERS 

* COMPTROLLERS 

* ACCOUNTANTS 

* OFFICE MANAGERS 
* PURCHASING AGENTS 


* SYSTEM AND 
PROCEDURE MANAGERS 


When considering the purchase of record keeping systems, we 
urge that you make the comparison test before reaching a decision. 
The new VUE-FAX Vertical Visible methods are flexible, simple, ac- 
curate and economical and are ready to fit the requirements of 
every department. Designed for either machine or hand posting, 
they give complete system control with many novel and simplified 
The best and most accurate system is the only answer. 
We invite you to compare Vue-Fax with any other. 


DISTRIBUTORS IN PRINCIPAL CITIES 
rr 
! 
I 
5 
I 
I 
I 
i 
} 


Vue: lak CORPORATION 


Vue-Fax Corporation 
90 Gold Street, 
New York 38, N. Y. 


Please send information and literature covering VUE-FAX 
VERTICAL VISIBLE RECORD KEEPING SYSTEMS. 


GOLD STREET, NEW YORK 38, 
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BOOKS AND PAMPHLETS 


(Continued) 


A new miniature broadside has been 
published by Convoy, Inc., of Canton, 
Ohio, featuring the firm’s Chem-Board 
storage files. The booklet contains 
sketches, photographs and detailed in- 
formation on the files and shows typi- 
cal large and small installations. It also 
illustrates a practical test that can be 
made in an office to. compare the 
strength and durability of the Chem- 
Board files with both steel files and 
corrugated paper files and containers. 
Copies of the broadside may be ob- ° 
tained by writing to the firm. 


“The Cost of Burned Records” is 
the title of a new illustrated booklet 
published by Remington Rand Inc., 
315 4th Ave., New York. It contains a 
graphic summary of facts about fire, 
collecting fire insurance, collecting 
money owed you, preventing unjust 
claims, and facts about federal and 
state legislation. Designated folder 
SC-707, the booklet may be obtained 
by writing to the company. 


IBM REPORTS TO 
STOCKHOLDERS 


Net earnings of $20,070,493 for the 
first three quarters of this year were 
reported by the International Business 
Machines Corp. and its subsidiaries in 
a statement sent to stockholders by 
Thomas J. Watson, chairman of the 
board. Net income before provision 
for estimated U. S. federal income and 
excess profit taxes amounted to $54,- 
042,193, or $11,000,000 more than the 
company’s net income before taxes for 
the same period last year. 


MANAGEMENT IN THESE TIMES 
DISCUSSED 


Paul Montgomery, senior vice-pres- 
ident of McGraw-Hill Publishing Co.’s 
Publications Division, spoke on “Man- 
agement In These Times” at the open- 
ing dinner meeting of the year held 
recently by the Office Executives As- 
sociation of New York. 

Excerpts from his talk follow: 

“What are the problems which are 
giving management men their gravest 
concerns? One of our McGraw-Hill 
publications, Business Week, recently 
conducted a survey on this subject 
among a representative sampling of 
men all over the country and came up 
with these findings: 

“Government controls are manage- 
ment’s No. 1 headache. Complaints 
about the way Washington controls the 
economy run all the way from ‘fuzzy’ 
to ‘unfair.’ As might be expected, the 
Office of Price Stabilization draws the 
main fire. But the Federal Reserve 
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Pn THE DUPLICATOR: 
rs. 
b- 
is . 
jet One typist can literally do the 
Cuy work, not of five, but of ten if she 
A uses the office duplicator to turn 
ng out multiple copies of important 
ist conference reports, sales letters, 
nd bulletins, price lists...and when a 
ler » ‘ 
ed she uses Hammermill Duplicator 
paper, only one typing, only one 
checking is necessary. Every copy g 
will be clear, easy to read. } 
Hammermill Duplicator works a 
ai equally well on either spirit or 
ote gelatin machines. For variety in 
ess attention value, it comes in white 
in plus five distinctive colors with 
be envelopes to match. 
ion 
and 
54,- 
the 
for 
ts FREE! 
res- Send the coupon now for 
aa an up-to-date sample book 
wid of Hammermill Duplicator 
ree and the helpful idea-book 
“Duplicator Facts.’ 
ee lon ill Paper Co ! 
Hill ammerm aper Company, 
ntly 1471 East Lake Road, Erie 6, Pennsylvania 
o , H AM M E a M | * L | Please send me--FREE— the sample book of Hammer- I 
. up { ‘mill Duplicator and the idea-book, ‘Duplicator Facts.” J 
I | 
age- DU PLI CATOR l I 
ints CHINES | Name i 
the TIN MA i 
zzy’ FOR SPIRIT AND GELA : Position 1 
the t (Please attach to, or write on, your business letterhead.) Qpy-NOV. 7 
the . J 
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-|Yes! 2 hands do the work of 10... 


MARGINALLY PUNCHED 


CONTINUOUS 


FOR ALL TABULATING 
TELETYPE & ACCOUNTI 


YOU CAN GET 


PROMPT DELIVERY! 
90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—Today! 
No Obligation 


@ 
ALFRED ALLEN WATTS co. inc. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Plants: New York City 
Newark, N. J. Belleville, N. J. 
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Board’s Regulations X and W also 
receive plenty of curses. 

“On the other hand, the Controlled 
Materials Plan is one regulation that 
is welcomed. 

“In No. 2 spot, right on the heels 
of controls, is the perennial worry 
over materials shortages. Most named 
are steel and steel products; building 
materials; chemicals (sulphur is a big 
factor here); hardware; tires; hides; 
scrap metal; copper; aluminum, and 
paper and paper products. 

“Manpower is Worry No. 3. _ Sig- 
nificantly, though, the gap between it 
and the No. 1 and No. 2 worries is 
a pretty big one. Personnel shortages 
remain about the same: ‘It’s hard to 
get clerks, skilled workers, and ‘good 
young men.’ And there are a flock of 
complaints about labor pirating. But 
on the whole, the labor shortage is 
spotty rather than widespread. 

“Worry No. 4 is poor business. 
This is pretty much confined to whole- 
salers and retailers, though two large 
sectors of manufacturing are unhappy, 
too—the textile and appliance people. 
But this worry has begun to evapo- 
rate. 

“Worry No. 5 is the profits squeeze. 
Part of this is due to the Office of 
Price Stabilization’s philosophy of 
granting price hikes very sparingly. 
But just as much is brought about by 
plain, everyday economics: As raw 
materials for civilian goods begin to 
dwindle, unit costs tend to go up, thus 
reducing profits. 

“Worry No. 6 is large inventories— 
though not in the same league with 
the first five. Technically, of course, 
inventory levels are part and parcel 
of sales. 

“Business Week 
tories from sales, however, for one 
important reason: Worries over poor 
sales got twice as many mentions as 
worries over inventories. This would 
seem to indicate that the business 
community holds high hopes of a 
brighter future. 

“Among the matters that worried 
practically nobody were taxes and la- 
bor troubles. (Probably because they 
are taken more or less for granted.) 


“One new worry that might well 


separated inven- 


grow hereafter was mentioned by 
about 10 per cent of those _ inter- 
viewed: What about the future of the 


economy? Have we overexpanded? 
Will there be too much capacity if 
Korea blows over? Heavy-goods pro- 
ducers more and more are beginning 
to be bothered about that one. (I 
think, however, that we can view that 
problem with greater clarity at some 
future date.) 

“If we examine each of these cur- 
rent concerns of management men, we 
find that all of them stem from the 
program of Defense Mobilization 
which, since the Korean outbreak, has 
burgeoned to such tremendous mag- 
nitude. The retailers’ customers are 
not broke; they have just cut down 
their buying long enough to absorb 
their post-Korean splurge in the mar- 
ket places. (To page 64) 
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How your dollars 


STRIKE BACK 
AT CANCER 


through 


RESEARCH 


that saves lives 


In the past six years, the Amer- 
ican Cancer Society has de- 
voted $16,856,000 to the sup- 
port of Research, chief hope of 
millions of threatened cancer 
victims. Science has given us 
improved techniques in diag- 
nosis and treatment that have 
saved thousands of lives. Your 
contribution to the Society also 
supports Education and Serv- 
ice to the cancer patient. 


AMERICAN 
CANCER SOCIETY 


Mail your contribution to 
“CANCER” in care of 
your local post office 
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VICTOR CAN HELP YOU 


Increase Efficiency, Cut Costs! 


VICTOR CUSTOMS 


Available in 10-key or full keyboard. 
Total 999,999,999.99. Both models 
same size, weight and price. 


[@ 0987654321 Q\ 


Movable Decimal Marker Speeds Calculation 
Exclusive with Victor. Point off decimal places by 
pre-setting the marker. Eliminate counting columns 
on tape. Speeds calculating, multiplication, division, 
addition, and subtraction of decimal equivalents. 


BEAUTIFULLY DESIGNED, ruggedly built Victor Customs add, sub- 
tract, multiply, divide, automatically compute credit balance. You 
can calculate with Victors. They cut operating costs by simplify- 
ing figure work and by saving you the extra cost of more expensive 
machines that need trained operators. 


Available in hand or electrically operated models with totaling 


VICTOR CUSTOMS 


DO ALL THESE FIGURING JOBS 
FASTER, MORE ECONOMICALLY: 


@ Invoice and remittance 
handling 


® Collection and summary of 
gross premiums 


e Figuring operating and 
budget ratios 


@ Preparing profit and loss 
statements 


@ 101 other figure problems 


capacities of eleven or nine columns. There are 42 basic models 
in the Victor line, from the utility models to those specially built 
for specific business problems. Call the Victor Branch or Author- 
ized Dealer listed in your classified phone book ... or mail coupon 
below for FREE booklet, “The Secret of Speed.” 


Victor Adding Machine Co., Dept. OM-1151 
Chicago 18, Illinois 

Please send free literature on the complete Victor line 
and free booklet, “The Secret of Speed,” showing 
how the new Victor Customs do many calculating 
jobs as well as adding machine work, 


ae 


peculiar to your business H 
: NAME. 
;. COMPANY NAME... 
t 
VICTOR ADDING MACHINE CO. | — 
Chicago 18, Ilinois ; one. ES De a Bins 
The World's Largest Exclusive 1 
Manufacturers of Adding Machines Laces mcm ensscinnsesnenanmanssneeeunmenweanenenenal 
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CHOOSE THE RIGHT 
POINT FOR THE 
WAY THEY WRITE 


The business gift with 


the personal touch. 


With each of these Esterbrook Desk 
Sets you have full choice of the 
world’s largest variety of point 
styles. You can personalize each 
set with the right point for the 
way they write—and remem- 
ber all points are renewable 
in case of damage. Ask your 
Esterbrook dealer for a 
demonstration. 


444 DESK PEN SET—‘“‘Ink-Locked” base holds 40 
times more ink than ordinary fountain pen desk sets. 
Writes for months without refilling. Either single or 
double sets in black, green, maroon, gray or clear. 


407 DESK PEN SET—Holds 
two full ounces of ink. Ink 
supply always visible. Fill 
it once, write for months. 


112 FOUNTAIN PEN DESK 
SET—Taper-end Esterbrook 
Fountain Pen in heavy 
porcelain base. Perma- 


Single or double sets. Black nent lustrous finish in black o 
only. or colors. Double sets v 
available in black only. 


@ Only afew of the more 
popular point styles 
shown. 

Copyright 1951, 
The Esterbrook Pen 


AMERICA’S PEN NAME SINCE 1858 Company 
The Esterbrook Pen C y, C 1, New Jersey 


ad 


The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


, « 
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“So, if nothing happens to touch off 
another buying rush in the months 
ahead, we should find our economy 
working back into a better and more 
comfortable balance of production 
while business continues, on the whole, 
to move along at a high level. If we 
examine management from the stand- 
point of organization or philosophy, 
alert to discern any basic changes in 
these times, I believe we can detect 
an increasing trend toward the central- 
ization of management authority. It is 
perhaps most apparent in some of our 
larger and more complex companies; 
concerns which make'‘varied product 
lines and sell in many different mar- 
kets. Removing the straightjacket of 
rigid chains of command and giving 
responsible operating executives wider 
latitude in business decisions seems to 
be creating an atmosphere in which 
initiative thrives. 


DECENTRALIZATION 

“Decentralization of management 
authority has another advantage. It 
brings more responsible management 
men in close contact with employees 
—and in smaller groups. Some com- 
panies which have decentralized are 
taking advantage of the opportunities 
for better communications of policies 
and plans and progress in frank dis- 
cussions with employee groups, all 
made possible by this closer personal 
contact. 


“Another perceptible trend is the in- 
creasing attention which is being paid 
to the human side of employee rela- 
tions. I am not referring here to for- 
mal employee relations programs 
which have been widely adopted in 
recent years, but to management’s 
growing awareness of the impact of 
personal and emotional problems on 
human happiness and _ efficiency 
throughout all employee levels. We 
have discovered during the last year, 
with some surprise and very genuine 
interest, that a number of companies 
have employed staff psychiatrists 
whose services are made available to 
employees. 


HUMAN ASPECTS 

“There is probably no vital area of 
their responsibilities in which manage- 
ment men are less sure of themselves 
than in the relationships which go to 
make up the human aspects of busi- 
ness. It is an area which may well 
reward serious study and improved 
techniques. Managing people, we are 
beginning to recognize, is an art in it- 
self; an art that is neither easy to 
teach nor easy to learn. And yet 
there is a growing feeling that man- 
agement’s responsibilities for the lives 
and well-being of people is as great 
as for plant, equipment and money. 

“So much of the well-being of people 
depends on their happiness in their 
work, on the feeling that their work 
is worth-while and that their efforts 
are recognized and appreciated, that 
some methods—other than money re- 
wards alone—are needed.” 
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FIRST PRIZE ATLANTIC CITY 1951 


ANY & 
OFFICE ~) 
, 


va 


ONE 
HOUR 
OFFICE 
TIME 
SAVED 
me TODAY 
im |S $1.00 
me to $2.00 
=~ SAVED 


oy 


ee 
Seniesa 


Cut COLLATING COSTS 


Simple motions with both hands at the same time comply 
with latest principles to promote highest Efficiency yet 
minimum of fatigue. Assembly of Coben with second 
Sheets is simple yet precise and easy. Hands do not 
touch the coated surface of the Carbon, the assembly is 
completed with saving of time as well as automatic 
alternating of Carbons on each assembly, thereby wear- 
ing out each sheet of Carbon evenly, saving on purchase 
of Carbon. 


This patented device is the result of much study by our 
Engineers who have made obsolete the old “Model T” 
methods of assembly of Carbon for manifold work in an 
Office. 


This Kopy Aligner Device was awarded FIRST PRIZE 
for both Appropriateness and ECONOMY at Atlantic 
City at the Annual Convention of The National Paper 
Box Manufacturers Association 1951. 


Kee Lox will back up this wonderful device using Kee 
Lox Kopy Aligner Carbon by sending to ANY OFFICE 
MANAGER, PURCHASING AGENT or SECRETARY, 
FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letter- 
head of your Company. Only a small request of you, 
but the samples we send will repay you many, many 
times over. 


— ee ee ee ee ee ee ee ee ee ee ee ee ee ee 
MAIL TODAY => | KEE LOX MFG. CO. 
THANKS | Rochester 1, N. Y., U. S. A., Room 10 
Please send FREE samples and Box as above to 
fo Firm 2... eee eee eee eect eter e teen teen eee seen nn nnaeee seen esaas eens eee eeee 
EE ox, Lee One 

; We use Machine, check please 

Manufacturing Co. |! C2 Electric (2) Noiseless (CD Standard 

7 N.Y. U.S.A . Maximum Copies at one time..............-... 

water t, H. TS & A | Write on Letterhead and attach one Second Sheet used in Manifolding. 
Ee eee ee 4 a baa kacie ice bud aun oa beae dane eee ME Gils eswibiknnkenueaksaaenaniel 
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PONSIBI 
PRODUCTI 


Medical, production and labor 
authorities recognize and ap- 
prove the importance of electric 
water coolers as essential to the 
health and efficiency of the new 
army of production workers. 


And Here’s How 
1. Cool, refreshing, appetizing drink- 
ing water is necessary to health. 
2. Accessibility saves time losses due 
to long walks and “‘down time”’ for 
a drink of water. 


3. Bottle and bubbler models avail- 
able for permanent and portable 
installations. 


4. Hermetically sealed refrigeration 
units lubricated for life. 


5. Fedders 5-year Protection Plan 
guarantees performance. 


ee eee 


Mail this Coupon to 
FEDDERS-QUIGAN 


Corporation 
Dept. OM-18 —57 Tonawanda St. 
Buffalo 7, N. Y. 


Kindly send speciiicesions of Fedders Electric 
Water Coolers to my personal attention. 


TOOLS OF THE OFFICE 
EQUIPMENT ROUND-UP 
SERIES FOR 1952 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 
Duplicating Machines. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines, and addressing equip- 
ment. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, 


numbering machines, and 


secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 
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How to use 


INTERNAL AUDITING 

to help your company 
—improve policy 
—increase profits 


‘ . 


The true, present-day 
function of internal 
auditing—as opposed 
to routine checking— 
is fully outlined and 
implemented in t 
book. It tells the aims 
to establish = _ 
tices to follow 

ae the Audit Division a definite and 
positive factor in the search for in- 
creased efficiency, elimination of waste, 
and new standards of performance; and 
it tells how to sell top management on 
this new function. It sets up procedures 
to follow in making audits in the fields 
of cash, credit, inventory, purchasing, 
sales, payroll, production reporting, 
production planning, traffic, and mainte- 
nance and construction. 


Just Published! 


INDUSTRIAL 
INTERNAL AUDITING 


By W. A. Walker 
Vice-president Accounting 
United States Steel Company 
and W. R. Davies 
Director, Audit Division 
United States Steel Company 
323 pages, 6 x 9, 102 forms and exhibits, 


In this practical book you will find the 
Audit Function described in the light of 
today’s concept, which gives it new 
objectives and a new scope. The auth- 
ors show how modern auditing com- 
prises a complete intra-company finan- 
cial and operational review—then go on 
to give methods for fulfilling this wider 
aim. It tells the auditor how to make 
himself and his function accepted and 
welcomed throughout the company, how 
to write audit reports that will assist 
management, how to find the weak- 
nesses and dangers in certain control 
practices. It tells how to organize the 
internal audit staff, then sets up objec- 
tives and detailed procedure to follow in 
making specific audits in ten different 
areas of a business. 


Gives scores of pointers, such as— 


@ How a routine check on a complaint statement 
can uncover fraud 

@ How to decide which minor errors should be 
included in a report and which should not 

@ Which credit accounts the auditor should ex- 
amine most closely 

@ Why the auditor should check the specifications 
against the manufacturing order 

@ What standards the auditor can set up to deter- 
mine the accuracy of a time report. 

@ How to determine how credit department 
“holds” affect production schedules 

@ Where the auditor can detect errors or neglect 
on the part of a shipping agent 


Please Send Check With Your Order! 
Office Management and 
Equipment 
212 Fifth Ave. New York 10, N. Y. 
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Parts and Assembly 


on OU fh OND = 


YOUR ANSWER HERE MAY BE THE MOST IMPORTANT 


PRODUCTION 
PURCHASING 
PAYROLL 
ORDER-BILLING 
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Do you know how many separate writings 
you require to control the manufacture of 
parts and to requisition parts for assembly? 


Have you investigated recently to see if any 
writings are being made which can be 
eliminated? 


Do you type a new operation routing when- 
ever you issue an order for the manufacture 
of a part? 


Do you rewrite the operation descriptions, time 
allowances, piece rates, tool information, etc. 
individually for each order? 


Are labor tickets, move tickets, etc. written 
individually for each order? 


Are any of your job records such as labor 
tickets, requisitions, receipts, etc. written in 
the shop by foremen or production employees? 


Do you copy lists of parts from bill of material 
to assembly order and control records? 


Are material requisitions and identification 
tags, used for the withdrawal of parts and 
their delivery to the assembly floor, written 
individually? 


Yes! | No[ |} 
Yes[] No} 
Yes( | No[] 


Yes! |] No[] 
Yes[_] No[] 


Yes[] No[] 
Yes[] No] 


Yes] No[] 


7 


j 


Order system? 


These 8 revealing questions 


may help save your firm 
thousands of dollars! 


D 


ITTO. 


DITTO, Incorporated 


719 §. Oakley Bivd., Chicago 12, Ill. 


9 


Would you like us to send you folders which 
illustrate how you can eliminate all rewriting in 


preparation of parts and assembly orders, reduce clerical 
costs, speed movement of parts and materials to assembly 
floor and eliminate waste in withdrawal of parts and 


materials? 


Yes{_] No[ | 


If your answer is “Yes” fill in and mail to: 


Ditto, Inc., 71£ $. Oakley Bivd., Chicago 12, Il. 
Name. 
Firm Title 
Address. 
City. Zone___State_.—-_1 
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TECHNIPLAN 


OFFICE 


> MG vr 


HIGH 


FICIENCY 


18%* LESS FLOOR SPACE 


GLOBE-WERNICKE 


TECHNIPLAN 
OFFICE 


Techniplan, the original fully-developed modular 
system of office equipment, accomplishes two 
highly desirable results: 


1. Reduces floor space by 18%* per worker 
without reducing nk surface areas. 


2. Provides for greater ease and speed in 
worker output. 


TECHNIPLAN uses interlocking, interchangeable 
units, offering hundreds of variations in arrange- 
ment—space utilization. Any desired combina- 
tion of work facilities. Wasted out-of-reach areas 
are avoided, 


TECHNIPLAN equipment is simple and tasteful in 
design for distinguished appearance. It can be 
installed a few units at a time, or the complete 
office. Rearrangement of the equipment is always 
easily and quickly made, to suit changing ee 


Get Techniplan information from your Globe- 
Wernicke dealer—listed in your classified phone 
directory under “Office Equipment- Furniture” 
—today! 


Office Equipment, Systems, 
and Visible Records 


OFFICE MANAGEMENT AND EQUIPMENT 


ee to Techniplan 
ry jock as Pp Pi 
with traditional arrange- 
ment 


Other savings up 


es wh - Ene ee ED | 
This exploded view 
showsGlobe-Wernicke 
Techniplan elements: 
Partitions and posts, 
desk pedestal, desk 
top, center drawer, 
center runner, full 
horizontal file units 
and base with island 
legs. 


sald 


“L" Unit with hori- 
zontal section under 
auxiliary top. Various 
arrangements possi- 
ble for letter files, 
map and drawing 
files and card index 
files. 


”@ 
4 


Two Techniplan bays 
give semi-private 
work stations for two 
persons. Ideal for 
executive offices. Full- 
height, all-wood par- 
titions. 


xz Z soo Fl 


Cincinnati 12, Ohio 


MEN IN THE NEWS 


Roger E. Gay, Bristol, Conn., presi- 
dent of The Bristol Brass Corp., has 
been elected president of the American 
Standards Association. The announce- 
ment was made at the recent annual 
meeting luncheon of the Association 
which closed the three-day Second Na- 
tional Standardization Conference held 
at the Waldorf-Astoria in New York. 

Mr. Gay is the tenth president of the 
33year-old association, which is a fed- 
eration of 110 technical: societies, trade 
associations, and 2,200 individual com- 
pany members, working in national in- 
dustrial, engineering, safety, and con- 
sumer standards. 


Edward T. Gusheé, vice-president, 
the Detroit Edison Co., was elected 
vice-president of the Association. 

Newly elected directors are: Willard 
Chevalier, executive vice-president, Mc- 
Graw-Hill Publishing Co., New York, 
member-at-large, and R. D. Bonney, 
manager of manufacturing, Congo- 
leum-Nairn, Inc., Kearney, N. J., rep- 
resenting the American Society for 
Testing Materials. 

Reelected directors, in addition to 
Mr. Gay, are: Hoyt P. Steele, execu- 
tive vice-president, Benjamin Electric 
Mfg. Co., Des Plaines, Ill., represent- 
ing the National Electric Manufactu- 
rers Association; R. A. Colgan, Jr., 
Shasta Forests Co., Reading, Calif., 
representing the National Lumber 
Manufacturers Association; Miss Ar- 
denia Chapman, dean of the College of 
Home Economics, Drexel Institute of 
Technology, Philadelphia, formerly a 
director-at-large, now representing the 
American Home Economics Associa- 
tion. 


Herbert M. Stoll, Jr., has been ap- 
pointed by Pitney-Bowes, Inc., Stam- 
ford, Conn., makers of postage meters, 
as manager of the firm’s San Francisco 
sales and service office. He succeeds 
Frederick E. Wood, who has resigned. 
In his new post, Mr. Stoll will direct 
a program built around a new desk 
model postage meter, aimed to extend 
the U. S. metered mail service to 
smaller business in the San Francisco 
area. Other cities served by the San 
Francisco office include Fresno, Santa 
Clara, Santa Cruz, and San Jose. Mr. 
Stoll joined the firm’s Denver sales or- 
ganization in 1940; has been manager 
of the office since 1944. 

Other appointments were Frederic 
D. Harding as manager of the Denver, 
Colo., sales and service office, succeed- 
ing Mr. Stoll; Richard L. Seibert as 
manager of the Birmingham, Ala., 
sales and service office, succeeding 
Thomas H. Stafford who joins the 
company’s Atlanta, Ga., staff; and Wil- 
liam H. Reese as manager of the Sac- 
ramento, Calif., sales and service office, 
succeeding Mitchell Antaki who has 
joined the Oakland sales organization. 

Mr. Reese has been a member of the 
Oakland sales staff for the past year. 
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Lawrence S. Gleaves has been ap- 
pointed vice-president in charge of sales 
for Federal Business Products, 90 Gold 
St., New York. Mr. Gleaves comes to 


L. S. Gleaves 


Federal with 29 years of specialization 
in business forms and systems, includ- 
ing considerable experience in the de- 
sign of loose-leaf forms. Prior to his 
appointment, he was with the C. E. 
Sheppard Co. 


Donald W. White has joined Com- 
mercial Controls Corp., Rochester, 
N. Y., as advertising and sales promo- 
tion manager. Mr. White’s headquar- 


D. W. White 


4 
k & 


ters will be at the home office and fac- 
tory at 1 Leighton Ave., where he will 
direct the promotion of the firm’s com- 
plete line of office and mailroom equip- 
ment and machines. 


Three new branch managers have 
been appointed by The Howe Scale Co., 
Rutland, Vt. Lierd E. Grant has been 
placed in charge of the Los Angeles, 
Calif., branch. He will also continue to 
manage the San Francisco branch, 
where William J. Tucey has been ap- 
pointed assistant manager. Mr. Grant 
will supervise the Los Angeles branch 
sales and service activities for Howe 
scales and hand trucks in southern 
California, Arizona, western New 
Mexico, and the El Paso region of 
Texas. The branch is located at 1237 
E. 8th St., Los Angeles. 


O. B. Collins has been appointed 
manager of the Atlanta, Ga., branch, 
685 Stewart Ave., S.W. Building C, 
Unit 6. He will supervise sales and 
service activities in Georgia, South 
Carolina, Florida, Alabama, and the 
southeastern portion of Tennessee. 


Jack H. Brewer has been named 
manager of the Minneapolis, Minn., 
branch, 404 Washington Ave. He will 
supervise sales and service activities in 
Minnesota, northwestern Wisconsin, 
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Your photocopy machine is designed 
to serve wherever 
there’s paper work 


lt will pay you to remember this... 
and to double-check the routines 
of all departments. 


Wherever you see reports or 
records of any type being 
transcribed, ask yourself: 
“Can this job be done more 
efficiently with our photocopy machine?” 


Remember . . . your contact photocopy machine is ready to give 
you a photographically accurate and complete record of anything 
typed, drawn, written, or printed. And, in 9 out of 10 cases, it wil! 
do this at a fraction of the cost of producing a 
copy by hand . . . and proofreading it. 


For the best photocopies use 
Kodagraph Contact Paper 

This low-cost paper is made by Kodak for use 
in all types of contact photocopy machines. It 
reproduces all documents in dense photo- 
graphic blacks, clean whites . . . 
with new sparkle and legibility. 
And it’s easier, more eco- 
nomical to use—no more 
split-second timing or trial- 
and-error testing. Order it 
... and see for yourself. 


iXodagraplh Contact Paper 


“THE BIG NEW PLUS” IN THE OFFICE COPY FIELD 


Mail coupon EASTMAN KODAK COMPANY 
for Industrial Photographic Division 
free booklet Rochester 4, N. Y. 72 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”. . . your new, free booklet giving full details on Kodagraph Contact Paper, 


Name y or 
Department a 


Pi 
Company y ip 

Street 4 

ory — Koda 
Zone State al TRADE -MARK 


OFFICE MANAGEMENT AND EQUIPMENT 69 


a 
a 
a ’ 
Iresi- 
_ has 4 
rican Bt Pa q ; 
ince- a eS a 
nual ad a : Be 8 
ation i 
| Na- . a a 
held “ ae — 
Y ork. fe > sa 
f the . f G Sa cae 
fed- 7 oe? * ads 
rade 2 4p ae 
com- ; : aN : aN Bate. » ee 
con- % ht we ; 
dent, oe area : 
ected an : | 
iliard ‘ eB J * 
Mc- : B 
J ind : 7 
Y ork, an 
nney, : 
ngo- 
rep- 
for 
n to “0 . ay . . a 
xecu- ‘ . x ra ca 
-¢tric ee : ‘g 
sent- A 3 7 g ° a ibe 
actu- Pe ae | : ; 
; Jr., el 4 ) ud - 
alif., a8 en ‘ paid 
mber sa +— P/ _ 
| Ar- ie (- 74 
ge of bi j J 
te of pe J Y =. 
rly a . \ fe ° 
“4 the i = : “ 
OCia- j &_. » 
a wai 7 oh ; 
nh ap- ee iw + , 
- af Se 
TERI tw NI. Ly] ee AER RE | 
\ (Zz 
. ae : 
Pe ee y 
+% : _ ie F ie , ie : eo 7 hs sje 3 a? i le oi iu ae a f ao ie _— ; 
; 


alah thon 
‘ah 


TANNERY 


a=) cm 


alm Ge ae) 


RESTAURANT 


a ize 


FOR EACH OF US TO GET MORE STEEL...AND PRODUCTS MADE OF STEEL... 


wT 1 <i | 
ae - eo 
PAPER PAINT DISTILLING BOTTLER 
aN oe ee 
TEXTILES AiRPORT 


POWER PLANT RUBBER GOODS OFFICE EQUIPMENT 


i . 
Lim <4 
SHIPYARD 


RAILROAD 


OAY. .. 
Were all in the steel! business / 


oAh ade 


FOOD PRODUCTS 


WE'VE GOT TO PROVIDE MORE SCRAP TO MAKE THE STEEL. 


Half the melting stock used in the 
steel mill or iron foundry consists of 
iron and steel scrap. In normal times, 
enough scrap is produced by the mills, 
foundries, railroads, fabricators and 
scrap dealers to fill the need. 

But now the mills have stepped u 
—s to meet the greatly increas 

itary and civilian demands for steel. 
And that increased capacity has out- 
stepped the supply of scrap. 

That is why we are calling on plants 
in both metal-working and NON- 
METAL-WORKING industries to pro- 
vide the needed scrap NOW. 


You have the heavy scrap 
needed to make more steel 


Enough obsolete machinery, equip- 
ment and parts are being carried as 
useless inventory to give a big push to 


This advcerti: 


the production of steel. Surveys have 
proved this. 

The trick is to get that old steel into 
the hands of the steel producers. 

We’re putting that job up to you. 

To help maintain steel production... 
provide more steel for the equipment 
you want... turn in your idle iron 
and steel to your local scrap dealer. 


What you can do to help 
maintain steel production 


1. Appoint one top official in your plant 
to take full responsibility for surveying 
the plant and getting out the scrap. 


2. Consult with your local Scrap Mo- 
bilization Committee about its program 
to help out in the scrap crisis. For 
chairman’s name, check with your 
Chamber of Commerce, or the nearest 


t is a contribution, in the national interest, by 


Office Management and Equipment 


The Office Executives Own Magazine 


212 FIFTH AVENUE 


NEW YORK, N. Y. 


A Geyer Publication 


OFFICE MANAGEMENT AND 


EQUIPMENT 


office of the National Production Au- 
thority, Department of Commerce. 


3. Call in your local scrap dealer to 
help you work out a practical comreng 
program. Non-ferrous scrap is needed, 
too. 


4. Write for free booklet, ‘Top Man- 
agement: Your Program For Emer- 
gency Scrap Recovery”, addressing Ad- 
vertising Council, 25 W. 45 St., New 
York 19, N. Y. 
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ELECTRICAL GOODS 
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FOR EVERY 
PERSON 


whe sees 


.-» There are 10 people 
whe see your envelope 


Bu can be proud 
ppard Envelopes. 


ENVELOPE CO. 
One Envelope Terrace 
Worcester 4, Mass. 


Write today for Free Sample and Price List. 
Dept. #26 


ASSOCIATION NEWS 


Me, 


~ 
PUNCHES sheets and covers of any size 
or weight, quickly, accurately 


BINDS up to 250 books an hour with 
colorful GBC plastic bindings 


BIND THIS MODERN WAY 
right in your own OFFICE 


Add prestige...color...atten- 
™  tion-compelling appearance to 
reports, presentations, catalogs. 
GBC plastic binding equipment 
quickly ...easily...economically 
binds pages of all sizes into 
handsome custom-made _book- 
lets. Pages turn easily ...lie flat. 
New models cost less than a 
typewriter...save 50% over old- 
fashioned fastener-type covers. 
SPECIAL OFFER 
Send today for 2 use- 
ful, valuable pocket 
memo ey Striking 


iy 

e Pp ° 

GBC plastic binding... 
absolutely FREE. Receive also illus- 
trated brochure showing how GBC 
can improve your literature...save 
money, too. No obligation. Please 
state business offiliation. 


General Binding Corporation 
808 West Belmont Ave., Dept. DM-!! 
Chicago 14, Ill. 
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northwestern Iowa, North Dakota, 
South Dakota and western Montana. 


The newly organized Richmond, 
Va., Control of the Controllers Insti- 
tute received its charter from the na- 
tional body at a dinner-meeting last 
month in the Commonwealth Club. 
Presentation of the charter was made 
by A. L. Fowler, manager of the reports 
department of Day & Zimmermann, 
Inc., Philadelphia, Pa., who is regional 
vice-president of the Institute, Irving 
D. Dawes, president of the new chapter, 
who is vice-president and treasurer of 
Virginia-Carolina Chemical Corp., has 
accepted on behalf of the local group. 
Witnessing the ceremony was Arthur 
H. Wiedeman, committee secretary of 
the Institute, representing the national 
office. 

The Richmond Control is the 47th 
local branch or chapter to be formed 
by the national controllers’ organiza- 
tion. W. T. Brunot, controller of the 
Reynolds Metal Co., is vice-president 
of the new body. J- R. Arthur, comp- 
troller, Tobacco By-Products & Chemi- 
cal Corp., is treasurer, and V. W. An- 
drews, vice-president and treasurer of 
Southeastern Optical Co., is secretary. 

The board of directors includes: 
H. L. Burroughs, division controller, 
Reynolds Metal Co.; W. B. George, 
assistant to the president, Larus & 
Brother Co.; S. L. Lott, controller, 
Smith Douglas Co., Norfolk; W. H. 
Thulin, auditor, Chesapeake & Poto- 
mas Telephone Co.; and J. D. Webb, 
controller, Dan River Mills, Inc., Dan- 
ville. All officers and directors other 
than Messrs. Lott and Webb are Rich- 
mond executives. 


The Office Management Association 
of Chicago held a luncheon meeting on 
November 1 at the Morrison Hotel, 
when a salary and wage stabilization 
clinic, as it affects the office, was con- 
ducted. Speakers were: Joseph Cooper, 
executive director, Salary Stabilization 
Board, Washington, D. C.; Samuel 
Edes, chairman, Regional Wage Stabi- 
lization Board, Chicago; and Jack C. 
Staehle, director, Industrial Relations, 
Aldens, Inc., Chicago. 

The Association has scheduled its 
next dinner-meeting for November 15 
at 6:15 p.m. in the Chicago Real Estate 
Board, Main Dining Room, when top 
management night will be held. 


“Principles of Training for Tran- 
scription Supervisors” was the subject 
discussed by David Mack, director of 
personnel administration at William R. 
Warner & Co., at a meeting held last 
month by the Transcription Supervis- 
ors Association of New York. The 
dinner-meeting was held at Whyte’s 
Restaurant. 


TOO 
BUSY 


FOR 
Business 2 


Is your switchboard a bottle- 
neck? It is whenever it’s too 
busy with inside traffic to han- 
dle incoming and out-going 
outside calls! 


TAKE THE LOAD 
OFF YOUR SWITCHBOARD 


SELECT-O-PHONE (automat- 
ically and without an oper- 
ator) handles all inside com- 
munications independently of 
your switchboard — permits 
you to talk privately to from 
one to fifty-five stations, indi- 
vidually or collectively! 
SELECT-O-PHONE saves man- 
power, helps expedite orders, 
puts action into ideas — frees 
your city phones for profit- 
making calls. 


GET THE FACTS! 
Mail coupon today for full 
information. 


KELLOGG 
Select O-Phone 


THE /S1QE VOICE OF BUSINESS 


SELECT-O-PHONE DIVISION, Dept. 17-K 


Kell Switchboard and Supply Company 
6650 S. Cicero Ave., Chicago 38, Ill. 


Please rush dota explaining how | con save hours and 
dollars with SELECT-O-PHONE. 


CORI te 
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COG icrrictcnnnceenensiivarnmea 
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You don’t have to take our word for the 
longer working life of Steel Age Grade A 
Files. Just talk to some of your friends who 
have used them for years—or better yet, 
examine a Steel Age file yourself. When 
you see the rigid, ladder-type front frame 
construction, the heavy gauge, reinforced 
drawer case channels, and the extra sturdy, 
spot welded drawer construction, you'll 
know why Steel Age Grade A Files are 


OFFICE MANAGEMENT AND EQUIPMENT 


Here’s the file 
that RATES FIRST 


in durability 


rated first in durability. Then check the 
smooth drawer interior ...the positive 
locking file compressor . . . the quiet, easy 
glide of the ball bearing drawer suspen- 
sion...and the clean attractive lines of 
the Grade A cabinet and you'll agree 
with the thousands of office people from 


coast to coast who say, “Buy Steel Age 
and you buy the finest in steel office 
equipment!” 


CORRY-JAMESTOWN MANUFACTURING CORP. 
Corry, Penna. 
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The cost problems facing industrial 
management in the current defense 
economy was the subject of discussions 
at the Northwest Regional Cost Con- 
ference held at the Radisson Hotel in 
Minneapolis, Minn., recently, under the 
sponsorship of the Twin Cities Chapter 


of the National Association of Cost INTRODUCIN G oo 


Accountants. 


The theme of the conference ses- 
sion, “Cost Accounting in a Defense 
Economy,” dealt with the pecular prob- 
lems arising from price stabilization 
regulations, government contract re- 
quirements, renegotiation, and the 
rapid inflation of the dollar. 


On October 26, members of the As- D | C TAT i yi G 
sociation participated in the Office 
Week Forums at the National Business M A - | N F 
Show, Grand Central Palace, New d 


York, by invitation of The Office Ex- 
ecutives Association of New York, Inc. 


NEW MICROFILM 
DEVELOPMENTS 

The country’s largest array of new 
developments in the office equipment 
field was “on stage” at New York’s 
Grand Central Palace recently in the =. ‘ ‘ote 
National Business Show. Thousands Te — =3—l (at a Oe 
of businessmen, flocking to New York j : : : el 
from all four corners of the U.S.A. MAGNETIC RECORDING INDUSTRIE i 
and abroad viewed hundreds of ex- 30 BROAD STREET e NEW YORK 4, N. Y. 
hibits previewing the office and office 
machines of tomorrow. 

Of special interest this year were 
the developments in the microfilm 
field unveiled at the Business Show. 
For example, at the Diebold, Inc. 
booth (national manufacturers of office 
record systems, protection and miro- 
film equipment) you can see the ad- 
vanced “Flofilm” line—microfilm cam- 
eras that simultaneously photograph 
both sides of records at high speeds— 
microfilm readers with push button 
operation, multi-purpose lens for in- 
stant magnification ratio changes, and 
automatic microfilm processors that 
develop, wash and dry 100 feet of 
film in 30 minutes in your own office. 
And to give an idea of the speed that 
microfilm installations operate today, 
Diebold is introducing its new hi- 
speed Flofilm Feeder that rushes up 
to 500 documents or records per min- 
ute into the Flofilm Camera. As for Te Ge ran ' i 
versatility of design, the new feeder ns 
will handle intermingled documents, LOOK. = what MY boss gave me! 
various size forms, and has a two sheet- 
feed shutoff that stops feeder before This new Desk-Type ROTOR-FILE of mine holds over 40,000 big 8x5 record cards that 
two adhering forms enter the camera. used to fill a dozen file drawers. Now, every card is right at my fingertips . . . instantly 
available. Now, I can give my boss all the information he wants the moment he wants it. 

NO WALKING, NO STOOPING, NO DRAGGING 

I used to have to walk back and forth to the files all day, stoop down to read the drawer 
labels, and drag out drawer after drawer. Now, | stay right in my chair and pick any 
card we need instantly from the unique horizontal rotating file that's built into my 
Wassell Desk-Type ROTOR-FILE. Split seconds do the work of minutes. 

The Wassell Methods Engineer tells me you can file just about anything in a ROTOR- 
FILE and get the same advantages 
I'm getting. There are large 


.. | WASSELL ORGANIZATION INC 1 
odels f th from cycle- » 
billing amit te anneal corres- j WESTPORT 1, CONNECTICUT 


| 

, | 

pondence — models of various j 1 would like to receive literature on your ROTOR- | 
l 

l 

a 


Cc ——— eee we ee ee ee ee eee 


sizes for tabulating cards and ad- | FILE . . . entirely without obligation. 
dressing plates. He says a single 


ROTOR-FILE the size of mine | NAME 
will take care of over 64,000 | POSITION 


3x5 cards! I'd suggest you send | (Please attach to, or write on, your Ganiness letterhead) 1 
this coupon to Wassell today. _—— —_ em ome en ae aw ae ame com> om ol 
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Yes, 3:30 of a busy day and he’s still in there 
pitching. Reason: he sits in an individually 
fitted Sturgis posture chair. A capable man 
and a Sturgis chair are always a good produc- 
tion pair. 


Executive, stenographic, reception 
and institutional om sture-de- 
signed for the person and the purpose. 


a 
WS POSTURE CHAIR CO. 
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Fawcett Offices 
(From page 28) 


for the principal officers and their secretaries, each 
private office having a separate entrance to the lobby. 
An additional foyer was arranged adjacent to the 
board room and each of the convenience rooms. The 
board room itself was to be of simple design with 
liberal seating arrangements and a pleasant atmos- 
phere. 


Following a complete lighting study which recog- 
nized that this area was surrounded by daylight re- 
quiring varying intensities of light, each of the prin- 
cipals’ offices and the board room were designed to 
have over-all luminescent ceilings. The fluorescent 
tubes, which may be regulated to three intensities, 
are completely enclosed behind glass panels and sug- 
gest the effect of open sky, allowing higher levels of 
illumination without annoying surface brightness. 

The entire area outside of the glass panels is 
acoustically treated. 


This acoustical treatment, plus the fact that the 
area throughout is carpeted, create the quiet and dig- 
nity so important in an executive suite. 


The design for the reception room on the seven- 
teenth floor includes various environmental elements 
connected with the publishing industry, with a rea- 
sonable amount of display area to focalize attention 
on the company’s numerous magazines. Two novel 
revolving tables are provided so that the magazine 
covers may be shown, and a large photograph of the 
general accounting office in Greenwich, Conn., is fea- 
tured to further individualize the room. 


Among the Suppliers 


Carpeting, Nye & Wait Co., Auburn, N. Y., and Bigelow- 
Sanford Carpet Co., New York, (supplied through C. H. 
Schmitt & Co., New York). 

Chairs (posture), Harter Corp., Sturgis, Mich. 

Desks, Security Steel Equipment Co., Avenel, N. J., 
Shaw-Walker Co., Muskegon, Mich., and Standard Furni- 
ture Co., Herkimer, N. Y. (through Desks, Inc., and 
Charles J. Lane Co., New York). 

Duplicating machines, A. B. Dick Co., and Ditto, Inc., 
both of Chicago. 

Elevators, El Supply Co., New York. 

Furniture, W. & J. Sloane, New York. 

File cabinets, All-Steel Equipment Co., Aurora, IIL, 
Globe-Wernicke Co., Cincinnati, Ohio; Security Steel 
Equipment Co., Avenel, N. J. (through Charles J. Lane 
Co., New York. 

Lamps, Josephine Vallin, New York. 

Lighting, Frink Corp., Long Island City, N. Y. 

Mailroom equipment, scales, Pitney-Bowes, Inc., Stam- 
ford, Conn., and All-Steel Scale Co., Inc., New York; 
addressing equipment, Elliott Addressing Machine Co, 
Cambridge, Mass.; postage meter, Pitney Bowes, Inc. 

Rubber floor tile, B. F. Goodrich, Inc. (supplied through 
C. H. Schmitt & Co., New York). 

Venetian blinds, Deflector Ventilator Co., New York. 

Water coolers, Boston Water Purifier Co., New York. 


Manufacturer in New Quarters 

Time, Date & Number, Inc., has moved to new and 
larger quarters at 298 Broadway, New York. The purpose 
of the move is to enlarge manufacturing capacity and to 
develop several related and entirely new additional ma- 
chines in the time, date and numbering field. 
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ALL AROUND THE OFFICE 


THIS "TAPE TRIO” 
SAVES TIME, 
CUTS COSTS! 


. 


, Aeet em \ 
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al 


AT EACH DESK— in the mailroom—in the 
stockroom, these three “‘Scotch” Brand tapes 
do dozens of time and money-saving jobs... 
rea- mending, sealing, holding, aie protect- 


E 


ing. They stick-at-a-touch, stick-to-the-job, 


perform perfectly through the roughest han- 
dling! Order this handy ‘“Tape Trio” from your 
regular supplier today. 


Pacall \\ \ \ \ \ , : ‘ j oe 
: and AA * \y\ ‘ | / 4 Se a bs = Sica ees i 5 

FAMOUS “Scotch” Brand Cello- 9 < DOUBLE-COATED transparent 3 STRONG “Scotch” Brand Ace- 
, Ine, phane Tape No. 600...transparent. “Scotch” Brand Pressure-sensi- tate Fibre Tape No. 750 protects 


tive Ta 
both si 


Seals, holds, splices, mends quickly No. 666 has adhesive on documents, blueprints, envelopes with 


and easily. It belongs on every desk. 
eee tape and tape-saving dispenser 
. your supplier has both. 


es. Perfect for attaching en- 
dorsements, riders. Thin but tough, it 
won't interfere with writing or typing. 


a. lasting, tear-proof edge... binds 
booklets, memo and check pads, Use 
with “edger” shown above. 


Steel 
- QUICK FACTS 
Ty ” a —— 
am on “SCOTCH” Brand wh * 
York; Pressure-Sensitive Tapes ‘ScorT 
e Co., 
—_ @ FAST—ready to apply. Need no BRAND 
1roug . . . . as 
moistening, no activating. °° 
-= 
ork. @ ECONOMICAL—reduce waste, save Pressure-Sensitive 
labor time. : Tapes 
@ DEPENDABLE—cadhesive grips firmly, —— +. 
~ aa positively. 
purpose 
and to a ee iti i ad U.S.A. by M 
al _ma- Mining Rete Co te aed on elon ener ot obeceae” “ound — se Ta pretUnderseal” Rubberized Coating, “Scotchiite’ Reflective 
ting, *“ fety-Walk’” Non-slip Surfacing, “3M” Abrasives, ‘3M’ Adhesives. Ex : Minn. Mining & Mfg. Co., International Division, 
Park Avenue, New York 17, N. Y. In Canada: Minnesota Mining & Mfg. of Canada, ia, Ltd. ndon, Canada, 
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Brightness control 
(From page 31) 


“Brightness”, as the word is used by the Illuminat- 
ing Engineering Society, does not mean the amount of 
light in a room, which is measured in footcandles. 
“Brightness” is always used as a comparative term to 
indicate the amount of light given off by any surface 
as compared with another surface. In the case of this 
office, the fixtures were too bright by comparison with 
the ceiling behind them. The Illuminating Engineer- 
ing Society recommends that no task object be more 
than ten times brighter than any other adjacent to it. 
As to light sources, the Society recommends 20 to 1 
ratios, to include windows and electric lighting equip- 
ment. Given sufficient light for the seeing of critical 
tasks, as in an office, comparative brightnesses are 
what make it easy or difficult to see. 

In this case 50% of the light was coming down 
through the louvers, creating areas that were too 
bright in comparison with others beyond. 

In collaboration with the resident lighting specialist 
of the F. W. Wakefield Brass Co., Vermilion, Ohio, 
Mr. Ransford recommended a new installation of 
luminous indirect equipment on the same centers, 
suspended 20 inches below the ceiling with two 96- 
inch 4500° Slim Line lamps. The Wakefield repre- 
sentative was so sure that this installation would give 
the desired results that he made a personal deal which 
would allow the Rock Island Refinery to be the judge 


—no satisfaction, no pay—and he would pay the ex- ~ 


penses of removing the fixtures. 


He and Mr. Ransford, however, insisted that the 
ceiling be finished with mat white and the walls in 
light pastel green, and that all office equipment be in 
light tones, rather than black. Thus the entire seeing 
environment within the office was co-ordinated so that 
there were no glaring bright spots, not even from the 
luminaires which throw 90% of the light to the ceil- 
ing, from which it is reflected as a broad light source. 
The downward 10% is merely to make the fixture 
blend into the ceiling. 


Everyone was so pleased that more of the same type 
of treatment was given to the other offices and, as N. 
M. McMahan, assistant secretary-treasurer, says, “we 
now have a minimum of 35 footcandles in all of the 
private offices and a minimum of. 40 footcandles in 
the general office. Glare has been eliminated and all 
persons concerned are very pleased.” 

Offices considering comparable changes should bear 
in mind particularly the fact that both the lighting 
engineer and the Wakefield representative (whose 
company also manufactures the type of equipment 
taken out but does not recommend it as the ultimate 
for improvement of office seeing conditions) did not 
depend upon lighting equipment entirely to effect 
the change. They even controlled the daylight by the 
use of venetian blinds in order to eliminate brightness 
in every possible way. That is in line with studies and 
conclusions of the Illuminating Engineering Society. 


THE HAZARDS OF 
TABLE SORTING 


Z- | , 
a 


a 


Og 


OPEN WINDOWS 
OR FANS 


and the 


with |e 


@® Safe and 3 
times as fast. 


@ Economical 
and orderly. 


@® Safe trom 
gusts or fans— 
safe from pry- 
ing eyes. 


LOST ITEMS eFesure 


76 


EASY WAY 


SORTERS 


Outline your problem direct to Cedar Rapids or ask for trained representative. No obligation. 


OFFICE MANAGEMENT AND EQUIPMENT 


NUMERICAL 
CHECK SORTER 


EBURE 


Fast-sorts 
checks into 
numerical 
order for 
recapping 


Sorters of all types for 
all purposes 


@ Invoices 

®@ Correspondence 

@ Job & Time Cards 
® Vouchers 

®@ Stub & Coupons 


CORPORATION CEDAR RAPIDS, IOWA 
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"Because it does about two-thirds of her work automatically!" 


November, 1951 


And what the NATIONAL does 
automatically, the operator cannot do 
wrong! 

This new National “31” has time-and- 
money-saving features never before 
combined in one accounting machine. 
It handles al/ types of accounting, 
including payroll. It can be changed 
from one job to another, in seconds, 
simply by switching posting control 
bars . . . Each bar can control more 
than 70 functions automatically. 

This National also has an electric 
typewriter, for quickly typing descrip- 
tion on every accounting job that 
requires it. And it produces several 
records simultaneously as shown above 


THE NATIONAL CASH REGISTER COMPANY 


2 a... 


—each uniformly clear. 

This is truly a multiple-duty account- 
ing machine. Itcan be kept in profitable 
operation every hour of the day, thereby 
giving a maximum return on the 
investment. 

The weekly cost of this new National 
is only a fraction of the weekly cost of 
the operator—yet it more than doubles 
her production. That is why so many 
Nationals return their entire cost the 
first year. 

There’s a National to fit your busi- 
ness whether it is small or large. Let 
our local representative, a trained 
systems analyst, show how it will cut 
your accounting costs. 


OFFICE MANAGEMENT AND EQUIPMENT 


Get this FREE 
20-page booklet 
from our local 
representative, 
or write to the 
Company at 

Dayton 9, Ohio 


ACCOUNTING MACHINES = 
CASH REGISTERS © ADDING MACHINES 
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AMA Conference 
(From page 33) 
In a talk titled “Trained Manpower, the Free 
World’s Most Precious Asset,” Dr. Rusk pointed out 
that every survey made shows that handicapped people 
tend to out-produce the unhandicapped. Most people 
oridnarily use only about 25 per cent of their capaci- 
ties, Dr. Rusk said, but handicapped individuals make 
better use of what capacity they do have. 

Dr. Rusk recently returned from a 15,000 mile trip 
abroad, where he studied the work being done in 
rehabilitating and re-employing the handicapped. He 
found excellent programs in use in the Scandinavian 
countries, Finland and Israel. 

O. J. McMunn, Duquesne Light Co., Pittsburgh, 
Pa., was chairman of the closing session. He intro- 
duced Kermit Rolland, New York Life Insurance Co., 
speaking on “Making Intra-Office Communications 
Count”; and Henry Viscardi, Jr. director of the Just- 
One-Break Committee, Bellevue Medical Center, with 
a talk titled “Hidden Sources of Manpower”. 

Mr. Rolland, pointing out that the personality of 
a business organization is the extension of many indi- 
vidual personalities, said that many companies have 
not completely solved the problem of getting their 
letter-writers to write effective letters. 

“Good writing is not achieved by rules and devices,” 
Mr. Rolland reminded his audience. “It is an art to 
be practiced.” 


Mr. Viscardi warned the executives that industry 
may be forced to hire the handicapped if it does not 
do so voluntarily. 


Citing individual cases and statistics to prove that 
properly trained disabled persons can fill most jobs, 
Mr. Viscardi said only Federal and local governments 
are taking a real interest in placing the physically dis- 
abled in gainful employment. 

Mr. Viscardi also presented four rehabilitated work- 
kers, one of whom had been in a city hospital for 
twelve years at a total cost of $50,000 of the tax-payers’ 
money. Not only is he no longer a charge on the city, 
but he is returning $2,256 to the community out of 
wages earned, Mr. Viscardi said. 


Advisory Committee Named 


The National Production Authority, U. S. Department of 
Commerce, has announced the membership list of the Lead 
Pencil Manufacturers Industry Advisory Committee as 
follows: Richard Lewisohn, Jr., president, American Lead 
Pencil Co., Hoboken, N. J.; Clinton Rucker, president, 
Commonwealth Cedar Co., Shelbyville, Tenn.; A. H. Ber- 
wald, director of marketing, Eagle Pencil Co., New York, 
N. Y.; L. M. Brown, executive vice-president, Eberhard 
Faber Pencil Co., Brooklyn, New York; Henry Hassen- 
feld, treasurer, Empire Pencil Co., Pawtucket, R. I.; Arthur 
S. Edelhoff, vice-president, General Pencil Co., Jersey City, 
N. J.; Sam Linton, president, Linton Pencil Co., Lewis- 
burg, Tenn.; R. B. McLean, vice-president, Musgrave Pen- 
cil Co., Shelbyville, Tenn.; and Ed Ruwe, president, Ruwe 
Pencil Co., Greenwich, Conn. 


New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 


as time. (Steel 


Desk 


Sanitouch 
Moistener 


Capillary-Action 
ipen Desk Set 


DePENdable 
Fountain Pen Set 


Ideal 
Moistener 


Capillary-Action 
Handipen Desk Set 


No-Over-Flo 
Sponge Cup 


leradesk 
and Steeless) 


78 OFFICE MANAGEMENT AND EQUIPMENT 


SELF-CLOSING INKSTAND CO., intr sengbusch Bidg., milwaukee 3, Wis 


November, 1951 
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WO WASTE WORDS ... 


Story 
SHORT! 


Use... 


Supp 


One-Time 
Carbon-Interleaved 


i) BUSINESS 
FORMS 
For SPEED... 


ACCURACY.. 
ECONOMY 


in office and factory record-keeping activity. 


a 
TAILOR-MADE .. . to meet 
your special requirements. 


Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
* 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasg- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


2 DEPT. M, GAVRIN PRESS BLDG. _ ’ 
eee « New York “ie 


November, 1951 


ata Price eg 
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Put dollars in your till 
with this leader priced to 
satisfy the shopper. . . beats 


all wood price competition. 


Give the office girls a break 


. comfort of luxury soft air 
. scuff plates at 


foam rubber. . 


no extra cost... 
holstery, leather, Goodall’s Clare- 
mont fabric, or Fabrilite. 


. choice of up- 


Write today 
for catalogue 
and name 

of nearest 
dealer ae 


meee 


The*Iaylor Chair Company 


Bedford, Ohio, U.S. A. 
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SMOOTH 
BEAUTIES! 


69 8 
62 Vat 
2 BARKS 


Everyone in your office will s 
appreciate Weldon Roberts 
beauties in erasers that “have everything”: uniform 
beauty, convincing smoothness, precision performance 
All of these tangible advantages save time 
and tempers; eliminate “messy” erasing and the 
need of rewriting an entire piece of work. 


There are Weldon Roberts Erasers in styles, 
sizes and textures for your particular 
requirements. Ask your dealer. 


2020 MASTER PINK— 
Medium sized, soft 
pink super-quality 
eraser of handy ellip- 
tical shape. Ideal for 
pencil work and clean- 
ing; for drawing and 
for general use. 


340 CORAL PINK—A 
soft, smooth pink eraser 
for pencil writing. In 


immensely popular 
"stubby" double-bev- 
elled shape. 


300 TRI-PLY — The original, 
superior, 3-layer eraser for 
typists. Two outer piles of 
red pencil-rubber for 
smooth, clean erasures on 
originals and carbon cop- 
ies; center ply of soft gray 
ink-eraser for a single let- 
ter or a complete line. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. J. tas 
America’s Foremost Eraser Specialists 


Walden Robes Gnananr 


Correct Mistakes tn Any Language 
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Accounting tests 
(From page 36) 


tation tests early in their studies. The achievement 
tests are taken in two parts—Level I after the first 
year of accounting, and Level II shortly before grad- 
uation. 


The achievement tests are tests of technical knowl- 
edge in accounting and related subjects. The orienta- 
tion test tests the student’s knowledge of the meaning 
of words, and his ability to read and grasp the mean- 
ing of business material and to use figures accurately 
and with facility. The interest test is designed to 
classify the basic interest of the candidate relative to 
twenty-seven vocations including, of course, accoun- 
tant and certified public accountant. 


The results of these tests are recorded on Inter- 
national Business Machines Corporation cards which 
students may present to prospective employers when 
job-hunting. The results are also available to faculty 
members to aid them in guiding students. 


On typical IBM cards, the grades attained on the 
orientation test and achievement test Level II are 
recorded for convenient reference. The interest test 
scores are charted, resulting in a scale, profile, or por- 
trait of the candidate’s interest in various fields. This 
chart is compared with the standard profile developed 
for more than one thousand practicing certified public 
accountants. 

Mr. Ankers says that many business men as well as 
teachers, accountants, and students have been high in 
their praise of the testing program. 

A project office staff under the direction of Dr. 
Arthur E. Traxler devises and scores the tests which 
are administered by the colleges. The Project Office 
is located at 21 Audubon Avenue, New York. 


The 1952 British Industries Fair will be held in London 
and Birmingham, England, May 5 to 16, according to a 
recent announcement from London. 

Sir Frank Lee, permanent head of the Board of Trade, 
reported that Britain’s National Trade Show in 1951 
attracted “the record number of 19,266 overseas visitors.” 
He added that plans were being made to increase this 
figure for the 1952 exhibition. 

Next year’s Fair will again occupy three exhibit halls, 
Earl’s Court and Olympia in London, and Castle Brom- 
wich in Birmingham. 


COMING EVENTS 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 
Palmer House, Chicago 


Office Management Association of Chicago 
i February 25th-28th 
Annual OMAC Seminar and Business Show 
Stevens Hotel, Chicago 


British Industries Fair ................ May 5th-6th 
London and Birmingham, England 
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GOT THESE 


BRITTLE LEADS 


that break up 
in the wood ? 


GRITTY LEADS 


that scratch 
the paper? 


CHALKY LEADS 


that can’t 
keep a point? 


——_ufa GENERAL'S Carlet { 


CHANGE toa 
writing treat 
that 


GENERAL'S 


Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 


SEMI-HEX 
Office Pencil. 5 degrees: No. |-2- 2/4-3-4 


COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof), 30 brilliant colors. 


Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N.J. 
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By! out of stock 


— oon oun styles of 


A] 


eA 
You can get every 


wy 
La) WY style, shape, quality 


and size from Hygrade 


envelopes. 


— promptly and at 


competitive prices! 


EVERY TYPE OF 
PRINTING FOR 
OFFICE AND FACTORY. 
1-TIME CARBON FORMS 
fe) COMMERCIAL FORMS 
MANIFOLD BOOKS 
BOOKKEEPING 
MACHINE FORMS 
PAPER 
ENVELOPES 


We not only SELL... but SERVE 4 welt / 


ESTABLISHED 1920 


HYGRADE 


. PRINTING € STATIONERY CO., INC. . 


121 VARICK STREET, NEW YORK 13, N. Y. 
Algonquin 5-4530-1-2-3-4 
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*thetter 
than ever’’ 


VUL-COr 


TRADE MARK 


Waste 
Baskets 


reduce 


New Vul-Cots give you life- 
time service—colors don't 
chip off. rims don't break. 
Made of hard vulcanized 
fibre they are light weight, 
noiseless, durable and at- 
tractive. Our exclusive 
bonded seam construction 
gives added strength—im- 
proves appearance. Easy to 
handle—easy to clean. They 
don't ceack, splinter, dent, 
rust or corrode ... are guar- 
anteed for 5 years. Vul-Cots 
cut your maintenance and re- 
placement costs. Write today 
for catalog price sheet 
—Dept. OM-II. 


The Round Taper—most 
popular of all Vul-Cots for 
general office use. Takes 
up small space, is neat and 
attractive. Two sizes, Nos. 
2 and 3. 

The Square Taper—a 
distinctive style, popular 
with executives and ideal 
for reception or board 
rooms. One size, No. 5. 


The Round Straight— 
specially designed for 
washrooms, basements, 
ticker rooms, lobbies, ship- 
ping and mailing rooms. 
Two sizes. Nos. 9 and 10. 


Colors—All sizes made in standard colors—maroon- 
brown and olive-green. Gray also available for use 
with gray office furniture. 
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VULCANIZED FIBRE CO. 
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LETTERS TO THE EDITOR 
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OFFICE MANAGEMENT 


QUESTIONS OF NAMES 
Epiror: 


I think that your readers will enjoy this gem, which 
shouldn’t but did happen! 

A few days ago I received a letter from an executive of 
one of our largest advertisers enclosing a letter from our 
company, with the notation that his name had often been 
misspelled but that our misspelling of his name really took 
the prize, since there was no similarity whatever between 
it and the actual name. j 

I recognized the letter he enclosed as one of our form 
letters and I immediately checked the card list from which 
the letter had been addressed. I found the card for his 
company, and noted that the correct name had been crossed 
off and a new name, “Mr. Billin T. Riplicate” inserted in- 
stead. 


I asked the girl responsible where she had gotten this 
name from. She said she had taken it from the advertising 
billing records and promptly produced the record in ques- 
tion. One glance, and the source of the error was all too 
evident. The billing girl had written across the card for 
her own information “Billin T Riplicate” and the other 
girl had “corrected” her card accordingly! 

No, a re-check of our cards did not disclose any “Mr. 
Billin D. Uplicate,” but believe me we checked! We sent 
our salesman down to see our customer with all of the 
records, but we now have them all back in our files should 
you wish to verify any of the above. 

Robert F. Bennett, 
Syndicate Store Merchandiser, Inc., New York 


WITCHCRAFT AGAIN 
EpIror: 


May I bring to your attention another evidence of 
witchcraft in the office? 

I refer to the negative practice of not fully replying to 
letters. Recently I have been surprised at the letters 
coming over my desk which are only half answered. 
Questions asked are not replied to. Requests for the return 
of enclosures are ignored—and what happens to the en- 
closures is anyone’s guess. 

As one example, this office frequently has to write a 
second letter asking for the return of a receipt which we 
have already requested. We keep all receipts for large ex- 
penditures, since they are required by our auditors. 

Many similar examples can, I am sure, be found in any 
large office. Letters are not carefully read, or if they are, 
the last part of the letter is neglected. 

Since all this is so widespread among otherwise careful 
people, it seems to me that a form of witchcraft on which 
I have not previously reported to you has crept into the 
office, and should be examined in all its ramifications with 
a view to exorcising it swiftly. 

Irene McFarland, 

Records Management Association, New York 

[Readers of this magazine will remember Miss McFarland 

for her occasional surveys of office witchcraft for us. We 

have commissioned her to make a full report on the situ- 
ation she alludes to.] 


THAT CENTER DRAWER 
EpITor: 


What is happening to the exceedingly useful center 
drawer which used to be in all executive desks? 

I notice a tendency to eliminate this drawer, forcing the 
user to reach far to the left or the right for the pencils, 
clips, scissors, blotters, erasers, and other desk tools he 
formerly had in the convenient shallow drawer right in 
front of him. 

Elimination of this handy drawer means that desk de- 
signers have to provide room elsewhere for the necessities 
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\finest checking and 
nesking crayon made! 


<j WASHABLE SILK CRAYON 0.295 ts) 


STAONAL No.9 


— | MADE IN USA. 


eee Pemwancnt 


| WE NOT ave oFr 


MADE IN US A. 
WAYS 


= sal STAONAL «3 al 


{STRONAL| 82, 


STAONACL ha 
SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Sur- 
faces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products : 
a Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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OFFICE MANAGEMENT 


aluminum 
chairs 


Four days under nine feet of water—and still 
good as new! 


An installation of FINE-REST chairs in the heart 
of the Kansas flood area survived this experience 
and was restored to like-new condition with ordi- 
nary cleaning methods and without outside expense. 


The enthusiastic user of FINE-REST chairs who 
reported this experience to us knows that it pays 
to buy the best—it pays to buy FINE-REST. 


“America’s Standard of Business Seating”’ 


4 = 
oo gh yl 


AETNA SAFE CO., 46-50 29th ST., 


Dishibuter 
AND EQUIPMENT 


w. A 
METROPOLITAN N. Y. & EXPORT DISTRIBUTOR 
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... he one and only 
Artgum brand! It’s the 
best! Look for the name! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


COLONIAL CARBON COMPAVY 


it held, and this means reduction of usable space in the 
highly important top right or top left drawer. 

What is the object of all this? When I was shopping 
for a desk recently a salesman told me they took the center 
drawer away because you couldn’t pull it far out when you 
were sitting in front of it. I have never had any difficulty 
in getting what I want out of such a drawer—and the only 
person who would must be an executive with a genuine 
19th Century paunch. 

Streamlined Executive 


THANKS MR. VETTER 
Epiror : 


I was very pleased to read your excellent editorial and 
the article on the first two office equipment standards in 
the August issue. We appreciate the coverage and pub- 
licity. 

Let us allay the fear you express in your editorial as to 
the extent of desk standardization. The standard itself 
is worded “for general office use.” But just in case there’s 
a slip, we'll keep before us continually the masterpiece 
drawn by your cartoonist on the editorial page. It cer- 
tainly gives functionalism a terrific build-up. 

Herbert W. Vetter, 
Commonwealth Edison Co., Chicago, 
Chairman, Office Furniture Division, 
NOMA Standards Committee 


STATEMENT OF THE OWNERSHIP, MANAGEMENT, CIR- 
CULATION, ETC., REQUIRED BY THE ACT OF CON- 
GRESS OF AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, and JULY 2, 1946, of OFFICE 
MANAGEMENT & EQUIPMENT, published monthly at 
New York, N. Y., for October 1, 1951 


1. That the names and addresses of the publisher, editor, 
and business manager are: 


Publisher, Andrew Geyer, Inc., 212 Fifth Ave., New York 
10, New York. 

Editor, Thomas V. Murphy, 212 Fifth Ave., New York 10, 
N. Y. 

Managing Editor, none. 

Business Manager, Donald McAllister, 
New York 10, N. Y. 


2. That the owners are: Andrew Geyer, Inc., (coroparte 
name), 212 Fifth Ave., New York 10, N. Y. Mary A. Geyer, 
114 East 84th St., New York 28, N. Y.; James E. Neary, 212 
Fifth Ave., New York 10, N. Y.; Donald McAllister, 212 
Fifth Ave., New York 10, N. Y. 


3 The known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more of 
total amount of bonds, mortgages, or other securities are: 
None. 

4. Paragraphs 2 and 3 include, in cases where the stock- 
holder or security holders appear upon the books of the 
company as trustee or in any other fiduciary relation, the 
name of the person or corporation for whom such trustee 
is acting; also the statement in the two paragraphs show 
the affiant’s full knowledge and belief as to the circum- 
stances and conditions under which stockholders and se- 
curity holders who do not appear upon the books of the 
company as trustees, hold stock and securities in a capacity 
other than that of a bona fide owner. 

DONALD McALLISTER, 
Business Manager. 

Sworn to and subscribed before me this 19th day of 

September, 1951. 


212 Fifth, Ave. 


Manufacturers of Finer Duplicating Matcrials (Seal) CYRUS B. KRAUSE, Notary Public, 

5150 Charch St. Skokie, Ill. © Telephone Skokie 7070-7071 New York County, State of New York. 
(My commission expires March 30, 1952.) 
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ly will serve 
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in STAPLING EQUIPMENT 
Stapling Machines usually take a 
to terrific beating! Hardhanded 
users slam down their fists with a 
elf ee Se cane geen OuT- 
’ t . t 
vhias why the-cnapliee oon an ceed be STANDING 
ce the rugged, precision built ACE.. FEATURES 
er- the rn for more Gas 20 
tom and ser che sar you get 1. _— — prego and handle. 
er, ce stronger as well as 2. Four rollers for ease of operation. 
ZO, Top pl pectin Pome #4 9 3. Index guide rod with brass knob. 
on, ae ak ote ene 4. Positive and simple stacking provisions. 
Whether you choose the stream- 5. Self-locking follower available. 
lined ACELINER or the less P . 
ly SCOUT, you'll bi Available in both a beautiful Hammerloid a 
valve, Today. ask your dealer to Gray or Office Green oven baked finish. * tase with Toe 
show you the complete ine: LETTER AND LEGAL SIZES jearance at Front 
“4 See your local dealer or, write us direct | 
TE 
CE ee 
at Machings for Purse and Purpose 
ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 ‘ 
or, 53 WEST JACKSON BOULEVARD «© CHICAGO 4 iit 
ork es . 2 age - . 
——\ 2aa—— =. For Any Mailing List Used 3 Times or More 
10, 1 — ee : . 
| Master 
oO th 
| peg ~ vf Addresser 
ve. | os se 
MODEL 40-H 
Items In 
rte Your O ‘¥ 
om pd ye Ag No Stencils 
: me) No Plates 
212 
m2 Therefore No Ribbons 
One of the ; No Ink 
h ~ 
ye MOST ECONOMICAL Save money the 
" THIRD time you 
re: mail (as compared 
| A C C '@) p 6 ‘2 3 S$ | to typing individual 
“Ik | envelopes) by — 
5 H} the Master Addres- 
the ! B l dj D E wR Ss er system. 


Master tape will address envelopes, cards, or folders as many 


the . : ey 
tee ii Some firms use thousands of Accopress Binders} Simply type the list on a paper Master tape in your own office. 
Ow _ — year—because there is no department | as 50 times over a period as long as three years. You pay E 
m- il where they are not useful. For temporary or |} for materials the second mailing—you save money the third ; 
se- permanent binding, for current files or long time. 
the | storage, for a few letters si 2,000 invoices, There’s a big saving in Master Addressing lists that are used 
sity Accopress Binders keep all kinds of papers safe | only 6 or 8 times—lists on which you can’t afford to employ 
| at minimum cost. other mechanical methods. Inexpensive Model 40-H machine 
Hy pictured above is foot operated, will produce 2000 addressed 
See your Acco catalog for styles. envelopes per hour. Write for further information, and name 
ger. I of nearest dealer. 
of | ACCO PRODUCTS, Inc. 
| rae Meeasibr rldbdcessee Ce 
. | 
“ns i In Canada: Acco Canadian Co., Ltd., Toronto = 
ork. a 
2.) =) SAN 6500-M West Lake St., Minneapolis 16, Minn. 
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Are Your Guide Tabs 
BROKEN ? cat nem om ana 


Substitute with 


rearrangement, 


Large openings covered by transparent 
P py? white, blue, green, yellow, 


k or red. 
fesertabie labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 
Samples (5 or less) 2 cents each. 
102.325 used by Sears, Roebuck & Co. 
CHAS. S. SMITH, Manufacturer, Box 814, EXETER, NEBR. 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale Or To Buy 


SALESMEN 
; 1951 1890 8 - 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" y 
EXPENSE BOOKS GY 


to keep track of their 
traveling expenses. 


pach Publishing Co. 


« 7338 Woodward Ave. 
Detroit 2, Mich. 


Are You an Executive 
Who emphasizes — 


@ Safeguarding Phone Privacy 
@ Having a quiet, restful, and efficient office. 
@ Importance of better phone hearing. 


Thousands of concerns have accomplished this over a 
period of thirty years with 


HUSH-A-PHONE 


You can inform yourself by requesting : 
literature. Do it today. ¥ \AZ 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. New York City 16 
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NX HAS A HOLE THROUGH ITS CENTER 
PS, WITHOUT REMOVING FASTENER, SECTIONS 
iW OF SHEETS GO IN RING OR POST BINDER 
aoe 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to ° 
stop tearing and wear. The thin 
curved design holds quantities of 
sheets intact in or out of the binder. 
Packaged 24 to envelope. 20 envel- 
opes to carton. Also 100 to box and 

10 boxes to the carton. 


Send for Free Sample 


Monufacturing Division 


DIXON RESEARCH, INC. 


ROCKFORD, ILLINOIS 


OFFICE MANAGEMENT AND EQUIPMENT 


WANTED—ALL MAKES OFFICE machines, filing equipment, furni- 
ture, kardex, acme, postindex, will pay more than trade-in allowances, 
write, wire, phone CAnal 6-2054. National Office Equipment Co. 487 
Broadway, New York 13, N. Y. 


FOR SALE—ONE DALTON electric posting machine; one Burroughs, 
Series P electric posting machine, one electric Addressograph, model 1946 
GG; one Remington Rand model 93 electric adding’ machine. Write 
Household Plastics Company, 1900 St. Louis Ave., St. Louis 6, Mo. 


WANTED—MULTILITH and ADDRESSING machines. Will pay 
oo. regardless of age, model or condition of your equipment. 
. M. 108. 


FOR SALE—DICTATION—TRANSCRIPTION MAIL—A Voice ma- 
chine (2) magnetic permanent plastic discs, all accessories, fine condition; 
cost $400 new; sell $125. Joseph Mitchell, 5738 Thomas Ave., Phila- 
delphia. BE 2-1102. 


FOR SALE—MULTILITH MACHINES, expertly rebuilt and guaran- 
teed. We deliver and install. All models available. We Buy, Trade, Sell. 
Mailing Machines, Inc., Dept. E, 1911 Pine St., St. Louis 3, Mo. 


Lines Wanted 


WOULD YOU like sales and distribution in the Northern Ohio area. At 
present we are distributors of electronic dictating equipment but would 
like to add another non-conflicting line selling to the same type of accounts, 
namely, manufacturing, industrial and commercial companies. We are 
equipped for service. Box Number O. M. 104. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade men, 
specializes in individualized personal service, in opening contracts and 
negotiating for satisfactory salaried positions. Eugene L. Williams, 2220 
W. Grace St., Richmond, Va. 


BUSINESS ADM.: For Proofs, Advertising, Accounting, Mgt., Mktg., 
Retailing, etc. Master-Doctors Degrees. College-Universities. Salaries 
to $7000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original 
personal employment service (40 years recognized standing and reputation). 
The procedure of highest ethical standards is individualized to your 
personal requirements and develops overtures without initiative on your 
part. Your identity is covered and present position protected. Write 
for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo 2, N. Y. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 


November, 1951 


J Y . 
on E ; —_’rRer[]eoYQGOO OOD] <———————[—[————————_$_$_$_£_ SS 
: : 
Bee . 
at “ Unbreakable a : w \ 
he ae a Spring Jaws Pm IES a 
— ia clamp them firm (en —_—————— 
a. ly to cards but $< SMITHS I 
a permit removal or 7 (PNWIND() 
— ——— A 
ete ale 
| ie 7 = Bo 
a 
, ™ : * Po 
— . B eee 
2 4 ie P - ¥ le 
ee al. ' ves . \ 
a _ ' . 
p ® f it 1 \exeo rN 
% . iz @ / a Bri A fo 
. = Naas foals rere 
a Bi ey) | Ma feotatty 
rr Y \ / \ idapssese teat 
oi sitseeges lias 
Riss. ~~ th } sit a 
_ ) Ty, Hai 
i eta itn — ——— —___________ 
eG , | its, = 
aa | NE Zab “BE Ye ae 
aoa ; ay A Wa 
s oa =t ~ 4 ¢ ath ae. 2 
a \ 44 hy 
f 7. “ << q te spoil . ‘ stilastsncicelttiaiiinipintitnisiaimiiatiialaeing 
if ain) nF TT ] 
: 2. eS "s ‘e = as ———— A 
$ al - - : 
4 a ic - - 
_ if 
je ‘s oun " 
. io J 
™ ee jalan edliaicacoinamentando deel 
co pe Fa. 
tel ; a SS 
aT 
Be ” 
a oO) THE DIXON FASTENER 
ae - a ' 
SC Re oe 
oh ne 
Pe 
a 
a 
> ae 
Re ee 
ge ee 
ee ue 
goa . 
‘eee 
“ein 
+ 86 ee PS 
tins 5 
‘i : a 
> 3 i =o re “9 _< tos tna : 2 ae — : all - ie 4 a } a2) ‘ oe i Bros 
‘ ee . E , oy fe: a. ee * 7 9 3 - e gr Ta 
ta Rais 2 : e oc gayi = ae | = Oe 
ni a Ss ————  § : Nae tae: — a ee ; Se oe 
a_i a eel oP | i i i, ae ee 


Aktg., 
laries 


, new 
iginal 
tion). 


CONVOY: hon -Coard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range—with serviceability iri the 
steel range . . . take less than 
10% more space than steel files 
. +. can be stacked to the ceiling 
without supports . . . mate to- 
gether top-to-bottom and lock 


together side-to-side . . . have 

wax-like texture that makes 

drawers slide easily .. . are ship- 
540 pounds is only a part ped assembled for easy installa- 
pp Alacer oe tion without tools ... are water 
free operation of the resistant — moisture will not 
drawers! weaken them. 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


You'll like Convoy quality and CONVOY 
economy. Write today for de- 
scriptive folder and prices on 


14 standard sizes. STORAGE FILES 
CONVOY, INC. ©. O. Station B, Box 216-D, Canton 6, Ohio 


Wo USE 
LOOKING 
OSCAR... You 


CAN'T SEE My 
PAYCHECK 
THRovuGH THIS 


“OUTLOOK 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
— to register with only what you want to show on your 
checks. 


waite OAM Zend us check you are now using and we will submit 


\ 


sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


pes. Est. 1902 
ICAGO 7, th, 


15 RACKS 


ATED ——- MORE SALES 
gover. MORE SALES 


Led by architects and 
office planners the trend 
is to Office Valet ward- 
robe equipment. y 
keeping wraps dry, aired 
and open to germ killin 
light this modern stee 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press” 
helps employee morale, 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 


Write for schools and institutions. 


Bulletin 
0.V.-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


SAFEGUARD 


for 


= 
iF MODEL 
eae 


Increased /z ; 
Office = / 
Efficiency / 


WINDOW 
VENTILATOR 


TWO NEW 
SAFEGUARDS 


1. Dry rubber tool keeps typewriter 
type clean. No liquids — no 
soiled fingers. 


2. Ritchie sponge rubber cushion 
anchors office machines. Elimi- 
nates vibration and noise. 


For information write, wire 
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BASSICK 


DIAMOND- ARROW CASTERS 


a hn the smooth - - rolling, 
-swiveling casters. 
cBaco” rubber - tread or 
«Atlasite” hard compos!- 
tion wheels. Types for 


d metal chairs, 
wood an ry 


NOMAR 
CUPS AND SHOES 


_.. keep desk legs from dam- 
. rugs, linoleum, — 
Jove-fitting square ru 

«Atlasite” CUPS. 


BASSICK 
RUBBER-CUSHION GLIDES 


CHOOSE BASSICK 


Specify Bassick for the finest in casters and floor 


“7 f 


protection equipment. There’s a type for every pur- 
pose in the world’s largest line. Sold at leading 
office supply stores. THE BASSICK COMPANY, 
Bridgeport 2, Conn. Division of 
Stewart-Warner Corp. In Canada: 
Bassick Division, Stewart- 
Warner -Alemite Corp., Ltd., 
Belleville, Ont. 
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